REQUEST AUTHORITY
TO DISPOSE OF RECORDS

(See Instructrons on Reverse)

f’

A F72
TO- GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

LEAVE BLANK
JOB NO

DATE RcCEIVED

L2y Q74

] NC'372 (40

NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)
DEFENSE CONTRACT AUDIT AGENCY

2 MAJOR SUBDIVISION

HEADQUARTERS, CAMERON STATION, ALEXANDRIA, VA 22314

3 MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER
Sybil L. Taylor, Records Administrator

S5 TEL EXT

274-7288

In accordance with the provisions of 44 U S C 3303a the dis-
posal request, including omendments, 1s opproved except for
items that moy be stamped ‘‘disposal not approved™ or “'with-
drawn’ in column 10

[/-T-7¢

6 CERTIFICATE OF AGENCY REPRESENTATIVE

Date

Archivist of the United States

| hereby certify that | om outhorized to act for this agency 1n matters pertarning to the disposal of the agency s records, thot the records proposed for disposol in this Request of

attached

page(s) are not now needed for the business of this agency or will not be.needed after the retention periods specified

Harry W. Kettles
Deputy for Resources Management

E-t2-%y MM@
(Date) (Signature of Agency Representative)

(Title)
7 8 DESCRIPTION OF ITEM SAMI?LE . 1o
ITEM NO (With Inclusive Dates or Retention Periods) 108 NC()) ACTION TAKEN

Chapter 5, DCAA Manual 5015.1, DCAA Files Maintenance
and Disposition Manual. Appendix 5-B contains the
Files Identification and Disposal Standards for all
classes of records now known to be accumulating within
all echelons of the Defense Contract Audit Agency.

/ ///m i - 7
AL CON to /%g«c)ﬂvWNRQ :://9/'74

STANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4

115-105
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CHAPTER 5
THE DCAA FILES SYSTEM AND FECORDS CONTROL SCHEDULES

I. DCAA RECORDS CONTRQ'. SCHEDULES

A. Statutory Requiremsnts

The Records Disposal Act of 1943, as amended, and the Federal
Records Act of 1950, as amended, establish the standards for
retention, destruction, and transfer of Federal records. The
Director of the Defense Contract Audif Agency, as head of a
Federal agency, is required to establish and maintain an
active, continuing program for the economical and efficient
management of the records of the Agency.

B. Background
A detailed study of DCAA records has been completed with the
assistance of the National Archives and Records Service (NARS)
of the General Services Administration (GSA) and the General
Accounting Office (GAO). Based on the results of the study,
recomnendations from GAO, the General Records Schedules issued
by GSA, z2nd the retention plan prepared with the assistance of
NARS, the DCAA Records Control Schedules are printed as Appendix
B to this Chapter. These schedules supersede all previous

records disposition schedules used in DCAA.
&

C. Purpose

The DCAA Records Control Schedules are mandatory and provide
for: (i) the preservation of records which are of long-term
or permanent value; (ii) the prompt disposal of records which
do not warrant further retention; and (iii) the retirement of
records to Federal Records Centers which are no longer needed
in current business but are not eligible for immediate

: destruction.

I1. THE DCAA FILES SYSTEM

The DCAA Files System is designed to provide a system for identifying
and organizing records for f£iling, for reference, and for their
eventual disposition on an orderly and systematic basis. It shall

be used for both classified and unclassified documents. The control
and accouatability of classified docunents shall be as prescribed by
the cognizant security control officer; however, authorities con-
tained herein to destroy files do apply to classified documents,
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Concept

The DCAA Files System 16 a modified functional {:11i
The subjcct categories chosen for [iling titles o
reflect the Azency's purposc, missicn, programs,
activities -~ commnonly expressed as functions - bn
titles and guides do reflect subject watter. A docume:
be filed according to the function it rclates and not

essarily according to the subject of the document. Suzh a
grouping of files permits easy addirions, deletions, or
modifications to the system; permits functions to be traasferred
from one office to another with only minor medification=s in

the central files master i1index and the files stoilron divectory;
and precludes loss by misfiling of documents which way vcueur
from the sharing of responsibility for an action by secveral
offices. Briefly, this concept is thet functions represc:c

the most significant work areas within the Agency regardicss of
the office performing the work.

Organization

1. The system is organized into six primary functional arcas,
as follow:

Number Primary Function

100 Administration

200 Planning and Review

300 Personnel Administration

400 Financial Management

500 Information Systems and Services
600 (Reserved)

700 Audit Management and Services

2, File numbers consist of a minimum of four digits which
represent a progressive subdivision of the primary functiomn.
For example:

400 Financial Management
(Primary Function)

20 Accounting
(Secondary Function)

2 Allotments
(Subfunction)

) Disbursement Vouchers

(Subject Files)

5-2
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Thus file mumber 422.5 contaeins disbursenont wouchers.

Certain files have becn further subdivided Tor case of
filing and ccference as well as co separace categoerios
of records which have different dispositicon standauds

within a file series. (See Subscction C, folloving.)

3. Additional four-digit file numbeirs may not Le added iocally.
Requests for additional four-diuit £ile series numbers will

be submitted to the Records Admiunistrator, DCAA, for approval,

Subdivision of Subject Files

Documents filed under a single four-digit file number will be
subdivided as necessary to facilitale filing and refereunce.
When, due to the general nature of the function represecnted by
the file number or when the volumz ol papers undexw a filc number
is or is expacted to be in excess of one folder, the material
should be subdivided under whatever m2ans will best serve 1ef-
erence requirements. Subdivisions may well be made within one
folder, particularly in low activity subject areas, to comnserve
space and supply costs.

1. File Series Number Suffixes. A numerical or alphabetical
suffix may be added to four-digit file numbers for recady
identification of subdivisions within the series. Many
files series in Appendix 5-B have prescribed suffixes for
ease of filing and reference as well as to separate categories
of records which have different disposition standards within
a file series.

2. Methods for Files Subdivision. One of the basic sequence
methods for files subdivision specified below should be
selected.

a. Subject Arrangement. This term describes the arrange-
ment of files identified by digits following the decimal
in the four-digit DCAA Files System Numbers. Such files
may also need to be further divided by sub-subjects.
This subdivision arrangement is most frequently used in
""general' files.

b. DNumerical Ar ‘'r-emenc. This system is used to subdivide
records that -re normally identified and referred to by
number such as requisitions, contracts, assignment numbers,
etc. Other records, such as accounting documents, are
often arranged by allotment numbers, voucher numbers, etc.
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éﬁronolog}cal Arrangement. This system is used to arrange
documents 1n date sequence when the date 1s the primary
means of reference. It is the most useful method for
keeping documents in small manageable groups, usually by
year, month, and day. Chronological arrangement is fre-
quently used in conjunction with other systems of sub-
division. Reading and suspense files are examples of
records which are generally arranged by date.

Geographical Arrangement. This arrangement is by geo-
graphical location such as area, country, state, county,
etc, It 1s used when geographical location is of primary
importance in referring to records. Usually, the file 1s
arranged in alphabetical sequence first by the name of the
main geographical division such as state, then by the

next most important subdivision required for reference
purposes such as counties and cities.

Organizational Arrangement. This file arrangement is
used when the grouping of documents by the name of the
organization is of primary importance in referring to

the records. Organizational arrangement is fundamentally
an alphabetical and/or numerical arrangement of organ-
izations as they relate to each other. For instance,

in Headquarters many files are subdivided by Regional
Headquarters in alphabetical order.

Alphabetical Arrangement. This arrangement is used to

file documants by names of persons, companies, agencies,
etc., in alphabetical order. It is used when the name
is of primary importance in referring to the records, as
in the case of Official Personnel Folders.

D. Mandatory Use of DCAA Files System - Series Numbers
As a minimum, all file folders will contain the four-digit file
series number prescribed in Appendix 5-B.
ITI. SELECTING FILE NUMBERS
A, General. All offices are reminded that the DCAA Files System

is intended to preserve and protect those records created by
DCAA offices, the Official Record Copy (ORC).

An ORC may have attached as backup a document created by

another office or agency, but this is not always the case;
e.g., contracts are not retained as backup to contract audit



Who

reports. Generally, if a baclup documznt us clearly (a2ca-
tified in the ORC, reaaily aveirlable elsevhore, and vevry
large, 1L need not be rcetained with the ORC.

Documents received that serve only for future relcrauce s
be filed ornly in reference fileg and not under funciiceal
file series numbers.

Documents received that requirc no action on the pact of the
office and which will not secrve as future refcrenze docu-
ments shall not be retained and filed under functional file
sories numbers.,

and When

2.

How

Creating Offices. The creating office is rcsponsible for
selecting the file number, based on the function supported,
when the record is creoated.

a. On letterhead correspondence, the file number shall be
included as part of the "In Reply Refer To' section:

CMA 500.1 (HQ) 1-CP 300.1 (Reg. HQ) 4.11/763.410 (TAO)

This is particularly wvaluable to the writer upon reccipt
of a response to the correspondence, because the file is
identified in the reference section of the response:

"In reply to 4,11/763,410 of 5 May 1974. . . ."

b. The file number shall be shown on all file copies as
well as the original of such correspondence. This is
particularly valuable in reading and chronological files,
which may be used as an index to the office's files
system,

Recipients. Recipients sre not required to file a document
under the number assigned by the creating office; however,

in many instances, such will be the case. The recipient
must file the document under the file series number for the
function supported. Documents received by an office will be
filed based on the criteria set forth in Subsection A, above,
and Subsection C, below.

Types of Files in DCAA. Records created and maintained by
DCAA offices are of three types:
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a, Qffice Mouscleeping Tiles., These rccords accumlace
from operations performed in "running the office;"
they do not document the mission of the office. Seriocs
nunbers 100.7, 100.2, and 371.2 are examples of such
files,

b. Comron Mission Files. Certain files accumulace in the
performance of secondary functions and subfuasctions
that are comaon to all offices. Series numbers relating
to recurring reports and information requirements and
many of the series contained in the 200 primary [unction
are common mission files,

c. Mission Files, These files consist of records which
document actions and procecsses taken in performing the
mission for wvhich the office exists. The miscion of an
office may be determined by a review of the DCAA Crgani-
zation Manual. These files are generally identified by
a secondary function file series number.

2. 1In selecting file numbers, it is important to keep in mind
the type of record, as described in 1, above; the functional
approach discussed in Section II.A, preceding; and to think
in terms of the significance of the paper in connection with
the secondary functions and subfunctions., While applicability
to a specific organizational level or office of DCAA has been
designated when possible, the organizational structure and
the dispersion of DCAA Field Audit Offices preclude such
designation for all files series,

3. So that the System will provide basic file numbers for all
categories of documents, the first file number in most primary
and secondary functions is a '"general” file. Such numbers
are to be used ONLY when there is no other file number within
the group appropriate for filing of the paper, Care tust be
used in filing papers in ''general' files and such files shall
be frequently reviewed for improper filing procedures.

Iv. FILES OUTLINES

A. A files outline (Appendix 5-A) has been prepared as an aid to
finding applicable file numbers. After finding the appropriate
four-digit number, the descriptive matter in the text (Appendix
5-B) must be consulted to affirm that the proper subgroup has
been found and to select the proper number for the paper to be filed.

B. Most offices will need to use only a relatively few of the file
numbers contained in the DCAA Files System; however, all offices

5-6



will probably require many EFiles Iisted Lo the lud, f
500 series. Yor purposes of day-to-cay files operating ;o -
offices will find it helpful to develo
plan. Such a plan should shoy the fil T

a brief description of cach file recurred by the cffice. 1In
addition, when appropriate, inforwaticn as to tho specific
divisions or subtitles in use or the method of sobdivision
shiould be included in such lists. Do not sct up guides and
folders for categories until the need 1s 1ndicated.

n oand beep current o Sile
¢ number, file T

¢

DISPOSITION STANDARDS

Disposition standards listed in Appendix 5-B are ultimate disposal
standards based on the value of the records, 1Instructions {ov

cutoff and retirement of records are contained in Chapter 4. Supple-
mental instructions for Field Audit Offices are also contained in
Appendix 5-B, 760 series.
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APPENDIX 5-B
FILES SERIES IDENTIFICATION AND DISPOSITION STANDARDS

100 - ADMINISTRATION

This primary functional series relates to Office Administration
(100), Facilities and Space Administration (110), Supply and Property
Administration (120), Safety Program (130), Environment and Energy
Conservation (140), Security and Intelligence (150), and Travel and
Transportation (160).

100 OFFICE ADMINISTRATION. Records accumulated in individual offices
relating to the internal management and administration of the
office, EXCLUDING mission files which will be filed under the
appropriate primary or secondary function.

100.1 Office Internal Management. Records relating to the internal
management of the office including responsibilities of
individuals and subelements of the office; standard opera-
ting procedures; and similar office administration records.

ALL OFFICES: Destroy when superseded, obsolete, or upon
discontinuance of the office.

100.2 Office Reference. Files which are comprised of extra copies
of papers, publications, and other records which are
maintained for reference rather than for documenting the
official mission assigned to the office.

ALL OFFICES: Destroy when superseded, obsolete, or upon
discontinuance of the office.

110 FACILITIES AND SPACE ADMINISTRATION. Relates to acquisition,
allocation, and utilization of space, including related correspon-
dence and reports; requests for building and facility services;
compilation of the Directory of DCAA Offices; and files reflecting
the activities of the office responsible for liaison between DCAA
and other agencies who provide real property space through cross-
service support agreements.

110.1 General. Documents relating to facilities and space
administration which, due to their general nature, cannot
be logically filed elsewhere in the 110 series.(,,_/)

ALI, OFFICES: Destroy after 2 years.

5-B-1-1
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110.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on facilities and space, in-
cluding copies of interim policy and procedures statements
issued prior to publication in official DCAA numbered
policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
110.3 Directory of DCAA Offices. Correspondence, forms, and other

records relating to the compilation of the Directory of
DCAA Offices. (See 545.6 series for distribution 1ists.xyﬁ‘3)

ALL OFFICES: Destroy 2 months after issuance of the Directory
or Change thereto.

110.4 Space Assignments. Copies of documents relating to space
assignments, agreements, building plans, requests for
building and equipment alterations and maintenance, and
related records accumulated by offices whose mission is
space planning, assignment, and adjustment. ()/_ ya

ALL OFFICES: Destroy 2 years after termination of assign-
ment.

110.5 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to
facilities and space use and management.

ALL OFFICES: Destroy after 3 years.

110.6 Building Management. Documents relating to building manage-
ment matters accumulated when a DCAA office has such
responsibility, EXCLUDING physical security - see 153.

ALL OFFICES: Destroy 2 years after termination of
responsibility.

110.7 Family Housing. Documents relating to the utilization of
military family housing by DCAA civilian employees.

ALL OFFICES: Destroy when superseded, obsolete, or after
2 years, whichever is earlier.
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110.8  Parking Peroits cind Vehicle Rogureration.  BDocuments relatling

to the allotment of parking spaces and Cha regiscering
of privately ocwned vehicles for employees of DCAA.

ALL OFFICES: Desiroy when sus~rsad
after vevecation, whichever is earl

d, choolere, o 1L vear
e

-

o
1

M

.

110.9 Temporary Passes and Permits for Visitors and Vehiclics.
Documents which yreflect the reguest for, issuwance cof, -nd
use of visitor passes and vehicle permits to gain acccss
to and exit from Government facilities on a one-time basis,
including visitor registers.

ALL OFFICES: Destroy after 2 yedrs.

110.10 Reference Files. Files relating to the general field of
facilities and space consisting of extra copies of documents
which duplicate the record copy filed elscwhere; rough
drafts, notes, work papers, and other .material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

120 SUPPLY AND PROPERTY ADMINISTRATION. Relates to the requisitioning
of supplies, equipment, and services; and to personal property
administration matters, such as accountability, inventory, storage,
maintenance, and disposal, EXCLUDING financial documents - see 400.

120.1 General. Documents relating to supply and property
administration which, due to their general nature, cannot
be logically filed elsewhere in the 120 series. 62—3>/§/-4/)

ALL OFFICES: Destroy after 2 years.

120.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on supply and property, including
copies of interim policy and procedures statements issued
prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

5-B-1-3



120.4

120.5

120.6

120.7

120.8

DCAATL = 3: 5

Requisitioning Case Files. Documents rii=ting to c2aianing
supplics, equiprent, and services accunslized Lo oo’
gerving as liaison between DCAA and the puschasise o
contracting officers of agencizs provedine such ooy ice
through cross-service support arecwsuni-.

_L\ﬁ

R

ey

LIAISON OFFICES: Destroy aftec 3 yeals.

Property Officer Pesignztions. Documencs rcefleco.rg
designation of properity officers, including 1 >
appointmenc and termination.

ALL OFTICES: Destroy 2 years after termination of
appointment.

s and rccoerds mzintained
Lory, and disposition of

Property Inventory Records. File
which reflect the receipt, inven
personal property.

PROPERTY OFFICERS: Destroy 1 year after all adjustment
vouchers have been prepared and have reached final
approval and the next comparable inventory has becn com-
pleted.

Property Adjustment Approvals. Documents reflecting the
circumstances concerning the loss, unserviceability, or
destruction of property and serving to determine pecuniary
or other responsibility for the absence or condition of

the articles, and the writing off of property accountability
by reason of theft, loss, etc.

PROPERTY OFFICERS: Destroy after 3 years.

Excess Personal Property. Relates to reports of personal
property which has been determined to be excess to the
needs of a particular activity and to the release of excess
or surplus personal property to a properiy disposal officer
or by donation to authorized non-Government agencies.(i/,:;)

PROPERTY OFFICERS: Destroy after 3 years.

Property Pass Files. Documents authorizing the loan or
removal of property and materials which are to be re-
turned. (IX-/B)

PROPERTY OFFICERS: Destroy 3 months after property
is returned.
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120.9

120.10

- g [ cnpemy e 3o T AR H - vy St ¥
Recurring Reports ond Informotio oguirens=nos.  Recuii op

reports aud one~timc inlorwation rognivemerces relating ro
supply and property maiters.

ALL OFFICES: Destrtoy «fter 3 yrarvs.

Reference Viles. TFiles relating o the gensrel field
supply and property counsisting of extra copics of docuamencs
which duplicate the record copy fited elseuvbere; rouun
drafts, notes, work papers, and other materiazi heing held
for reference.

ALL OFFICIS: Destroy when superscded, obsolete, or no
longer needed for reference, whichever is earlier.

SAFETY PROGRAM. Relates to the program to rcduce the frequency and

severi,y of accidental injuries Lo personnel on the premises of
DCAA or while performing assignments incident to DCAA operations,
and compensation for such injury.

130.1

130.2

130.3

General. Documents relating to the safety program which,
due to their general nature, cannot be logically filed
elsewhere in the 130 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on safety, including copies of
interim policy and procedures statements issued prior to
publication in official DCAA numbered policy publicatiomns.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to
accidents and accident experience, including reports of
accidents of motor vehicles, fire, and personal injury,
EXCLUDING case files - see 130.4.

ALL OFFICES: Destroy after 3 years.
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130.4 Individual Accident Case Files. Case files of reporting and
reviewing offices consisting of reports and related papers
regarding accidents incident to DCAA operations pertaining
to injuries of individuals or accidents involving motor
vehicles and other equipment and property damage.

ALL OFFICES: Destroy 10 years after all aspects of the
case are closed.

130.5 Reference Files. Files relating to the general field of
safety consisting of extra copies of documents which dupli-
cate the record copy filed elsewhere; rough drafts, notes,
work papers, and other material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

140 ENVIRONMENT AND ENERGY CONSERVATION. Relates to functions performed
by offices administering programs involving protection of the
environment and the conservation of energy.

140.1 General. Documents relating to environment and energy
which, due to their general nature, cannot be logically
filed elsewhere in the 140 series.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, or after 2 years, whichever
is earlier.

140.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on environment and energy con-
servation matters, including copies of interim policy state-
ments issued prior to publication in official DCAA numbered
policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

140.3 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements regarding DCAA's
participation in environment and energy conservation programs.

ALL OFFICES: Destroy after 3 years.
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Bty 55,1

140.4 Trdividuzl Profect Cuse Tiler. Case filin velatins oo
gpecific prograns and projccus 1o protece tae wnvirommaesi
and conscrve energy, such as car pool pregrams, zep
conservation, and energy reduvoiion progrevs.,

ALL OFFICES: Destvoy after 5 vears.

140.5 Refereunce Files. TFiles relating to the gencoral Fficld of
encrgy and coaservation couristing of exiva copics or
documents which duplicate the rocord copy [ried elsuwinore;
rough drafts, notes, work papers, and othor material heing

SECURITY

held for lefbrence.

ALL OFFICES: Destroy when superszaded, obsuvlete, o1y no
longer needed for reference, vthichever is carlicr.

AND INTELLIGENCE. Records relating to sccurity and

intelligence matters including the safekeeping, control, and
dissemination of classified information and other sensitive informa-
tion, security classification management; personnel security investi-
gation and clearance; special access programs; physical security;

special
related

150.1

150.2

150.3

personnel identification; visits of foreigin nationocls and
security and intelligence matters.

General. Documents relating to security and intelligence

which, due to their general nature, cannot be logically
filed elsewhere in the 150 series. (15- ;L)

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and interpretation of directives
or regulatory instructions on security and intelligence,
including copies of interim policy and procedures statements
issued prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFTCES: Destroy when superseded or cancelled.
Designation of Security Control Officers. Documents relating

to the designation or assignment of individuals as security
control officers and custodians of classified documents.

SECURITY CONTROL OFFICERS: Destroy 2 years after termina-
tion of appointment.
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150.6

DUAAY 3 h

Recurrirg Reporte and Infor wiiom nequii coyio. Qoo wrrius

reports and one-time infotmdt LO0 requlillizuds Tegosding
security and intelligence matiers.

SECURTTY CORTROL OFFTOFRS:  Deabrdy afvs: 2 vaays.

Defense Investigalive Prograis. Records rolating co the
development and administration of Ageuncy-—:ice implezntati
of the Defensc Tavestigative | o
plans, programs, regulaticns, and related records -
to the areas included in the Dotfense lnvestigative Urogsram,
EXCLUDING records described in 150.2.

‘Togram, including vogleier O

SECURITY OFFICER, DCAA: Destroy when superseded, cbsolete,
no longer needed for reference, or after 2 years, vhichever
is earlier.

Reference Files. 7Files relating to the general fieid of

security and intelligence consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALY, OFFICES: Destroy when superseded, cobsolete, or no
longer needed for reference, whichever is earlier.

INFORMATION SECURITY. Relates to the general administration of

the security classification system and the measurcs required
to safeguard security classified information.

151.1

151.2

General. Documents relating to information security which,

due to their general nature, cannot be logically filed
elsewhere in the 151 series.

ALL OFFICES: Destroy after 2 years.

Regrading and Declassification. Records relating to the

administration of a security classification or grading system
involving regrading or downgrading of documents, including
correspondence on downgrading, requests for and notifica-
tions of regrading or declassification actions.

SECURITY CONTROL OFFICERS: Destroy after 3 years.
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151.4

151.5

151.6

151.7

mn he e, e =
DO 50150

TO? SUCULT Controls. Foxms uscd to ensare nooi: wve
control of TLP SLCLET decumenits, chowing scoeurity
classification, date of the docuvm-_nt, dicivibazion &0 -

intracffice routing data, and nses of peiso, 8 handiirg
the docuwnents.

SLCURITY CONTROL OFFICERS: Destrey 1 year alier related
document ls downgradcd, trancfeviced, or destr

TOP SECRET Accountabilitv. Regisiers and forms maintained

to reflect the receipt, dispatch, destructiom, or othar
dispositicn of TOP SECRET documents received or gencrafed
by DCAA offices, including receipts used for the transier
of documents outside DCAA offices, and certiiicates
reflecting the destruction of the deocumentes.

SECURITY CONTROL OFFICERS: Destroy 5 years after the
related document is downgraded, transferred, or destvoyed.

SECRET and CONTIDENTIAL Accountability. Registers and forms

maintained to reflect the receipt, dispatch, destruction,

or other disposition of SILCRET and CONFIDENTIAL documents
received or generated by a DCAA office, including receipts
used for the transfer of documents outside DCAA offices;

and certificates reflecting the destruction of the documents.

SECURITY CONTROL OFF1CERS: Destroy 3 years after the related
document is dowvngraded, transferred, or destroyed.

Classified Document Inventorvy. Records reflecting inventories

of all classified documents, including TOP SECRET.

SECURITY CONTROL OFFICERS: Destroy 1 year after completion
of next inventory, provided all material has been accounted
for at that time.

Classified Titles Index. A cross-rcference listing of
classified documents, the titles or subjects of which are
classified, containing the classified document control
number as a means of ready identification.

SECURITY CONTROL OFFICERS: Destroy listings when all
classified titles or subjects of the documents listed
thereon are declassified or when the documents are
declassified, transferred or destroyed.
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151.9

151.10

151.11

151.12

Internal Claesified Dociment Rg;gipi, Recedpi. used i
making tempordary loan ol classificd docurents ianslide tne
DCAL office ol custody. UJ_h lo.mn are nornadlly of short

duraticn and the borrowad documents are geacyzally retumed
within the sine workday.

SECURTTY CONIROL OFFICEES: Destroy signed copy upon return
of the dccument; duplicate, unsigned copy may ‘c regairad
until no longer needed for reference.

Classified Document Container Records. Recoyds of comhina-
tions and related information identifying security sales,
cabinets, or other containers, including names, addresses,
and other information of individuals having krowledge of
compipations; and forms yplaced on safes used for recording
the unlocking, locking, and checking of the concainer.

SECURITY CONTROL OFFICERS: Destroy upon change of corbina-
tion or when the container is no longer utilized for storage
of classified material, EXCEPT all forms will be retained
until completion of any investigation of a security
violation involving the container concerned.

Inspections. Documents reflecting scheduling, implementa-
tion, and reports of security inspections, including reports,
checklists, correspondence regarding recommendations and
corrective actions taken, and related documents.

SECURITY CONTROL OFFICERS: Destroy upon completion of next
comparable inspection or upon discontinuance of the office
inspected, whichever is earlier.

Training and Orientation. Records reflecting security
training and orientation for Agency personnel, special
security training for Security Control Officers, including
schedules, rosters of attendance, and training materials.

SECURITY CONTROL OFFICERS: Destroy 2 years after completion
of training, EXCEPT that training material may be destroyed
when superseded, obsolete, or no longer needed for reference.

Administrative Violations. Case files relating to investi-
gations of alleged security violations where no possibility
of the compromise of classified information exists, EXCLUDING
papers placed in Official Personnel Folders. 1Included are
records created in determining the conditions surrounding

the minor violation. (Ig__ _25-)

SECURITY CONTROL OFFICERS: Destroy 2 years after completion
of final corrective or disciplinary actionm.
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¥ajror Violaticns. Records relating to

circuamstance, surrounding security violat iwvolving
lose or possible compromise of classified informatios of

a sufficiently serious nature in be classified as felonice.
Included are reporis of prelininary dngquiry; {ivral repore
of dnvestigavion; eppointwment orders on fuvestignting
officers; all written notes, statcments, photagraphs,
recordings, and related exhibits; revorts ol acticn taken;

inwvestinstion and
S

and 2ll rclated correspendeonce EX(}UDIJG original reco:ds
of disciplinary action fiied in the Official Perscnnel
Folder.

SECURTLTY OFFICER, DCAA: Desiroy 10 years after all legal
and disciplinary actions have been taken.

SECURLTY CONTROL OFFLCERS: Destroy duplicate files after
2 years.

151.14 YForeign Visitor Records. Records relating to visits of
foreign nationals to DCAA activities, including requests
and authorizations to visit or receive training, notifica-
tions of security clearances, itineraries, reports, and
related documents.

SECURITY CONTROL OFFICERS: Destroy after 2 years

151.15 Reference Files. Files relating to the general field of
information security consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

152 PERSONNEL SECURITY. Relates to the administration of the personnel
security program involving the clearance of DCAA personnel.

152.1 General. Records relating to personnel security which,
due to their general nature, cannot be logically filed
elsewhere in the 152 series.(fl?-;_l)

ALL OFFICES: Destroy after 2 years.
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152.3

152.4

152.5

DCAAM 50OL5.]

Pe.. yuvel Sceuriiy Case Fileaz, Repo.ts of investigation

furnished by anvestigative agenclies, case resumes, securlity
evajuations, waiver oi invesrigative reduirements, clearance
information, and similar Jocvments relating to the lnitiatiun,
processing, and completion of personnel security investiga-
tions and the issuvance of sgecurity charances.(vy,wgqﬂj

SECURILTY OFFLCER, DCAA: Upon separation of individual,
return CSC reports of investigation in accordance with
provisions of ¥PM 736; dispose of other investigative
reports in accordance with instructions of investigating
agency; destroy remaining documents after 2 years.

Case Resumes. Resumes of reports of investigation prepared
by the Security Officer, DCsA which are furnished the Kegional
Manager for infermation and/or action.

REGIONAL SECURITY CONTROL OFFICER: Return all copies to
Security Officer, DCAA upon separation or intra-Agency
transfer.

SECURITY OFFICER, DCAA: Destroy or forward to gaining
Region, as appropriate.

Clearance Request Files. Records accumulated as a result
of requesting security approval for appointment of
individuals and processing of requests for security
investigation and clearance. Included are information
copies of notices of proposed appointments, requests for
security clearance, and related documents, EXCLUDING case
resumes and certificates of clearance filed in 152.3 and
152.5.

SECURITY CONTROL OFFICERS: Destroy upon receipt of final
clearance.

Clearance Certification. Copies of interim and final access
and security clearance maintained by Agency security control
officers as a means of attesting to the clearance of personnel
under their cognizance.

SECURITY CONTROL OFFICERS: Destroy interim clearance upon
receipt of final clearance; upon separation from Agency em-
ployment, destroy final clearance; upon intra-Agency trans-
fer, forward regional and field office copies to gaining
Regional Security Control Officer.
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152.7

152.8

152.9

152.10
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Security Accreditaticnsg. Records relating to the acccadi~
tation of Agcuncey percsonnel to other agencies L[or access

to security or intelligence information.

SECURITY OFFICER, DCAA: Destroy upon revocaiion of
accreditation.

Authorized Couriers. Records releting to Agency emplovees
authorized to act as couriers for the recelipt and delivery
of classified documents, including correspondence and
notification to other agencies indicating authorization and
clearance information, and related documents.

SECURITY CONTROL OFFICERS: Destroy upon revocation of
authorization.

Notifications of Security Clearance Status. Notifications
to Agency offices that do not receive certificates of
security clearance that specific individuals have been
granted scecurity clearance as indicated.

ALL OFFICES: Destroy when superseded or upon transfer
or separation of employee.

Special Access Security Clearance. Records which constitute
authorization for employees to have access to special access
information, including requests for access, approvals,
rosters of personnel granted access, and related documents,
EXCLUDING special access briefing and debriefing statements
which are filed under 152.11 and 152.12.

SECURITY CONTROL OFFICERS: Cut off special access rosters
at end of calendar year, update listing, transfer names to
current year roster; hold 2 years, in current files, then
destroy. Destroy special access clearance 2 years after
debriefing.

Notifications of Visits. Copies of correspondence or
forms indicating security clearance information on DCAA
employees and notifications of visits by DCAA personnel
to Defense contractors, Government agencies, and other
organizations, either on a one-time or recurring basis.

SECURITY CONTRQL OFFICERS: Destroy upon expiration of
notification, EXCEPT that unexpired notifications will be
updated annually, and retained in current files; destroy
prior year notificationms.
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152.12

152.13

152.14

152.15

Dcbriefings. Security termination stat

PO Y S g

s

Lraiefings. Security ug\ny\ledg“;.tn and special access
b?letlhg otaLcanta ard defensive eccurity briefiog

certificares exccuted by individ Lalc upon being grantod
security clearance, access to spoecial asceess informaticn.
and prior to assiguweni or travel in foreigh connrric:

SECURITY CONTROL OFFiCEES: Destrcy 2 years afver termination
of employment.

ments and special
employecs.

=9
a
g U

access debriefing statements execute

SECURITY CONTROL OFFICERS: Upon exccution of such starements,
forward through Regional Security Control Officer tc Seeuriiy
Officer, DCAA. No copies are to be retained otver ther

those retained by the Security Officer, DCAA.

SECURITY OFFICER, DCAA: Destroy 2 years after completicn
of debriefing.

Investigation Cross-Service Agrccments. Records reflecting

liaison and agreements with investigative agencies for the
conduct of personnel security investigations; retrieval
and return of investigative material; and other related
documents.

SECURITY OFFICER, DCAA: Destroy 3 years after termination
of agreement.

Security Status Master List. Maintained as a master list

of all Agency personnel cleared for access to classified
information.

SECURITY OFFICER, DCAA: Destroy 2 years after termination
of employee.

Investigation Control. Maintained as a means of controlling

the processing of security investigations and issuance of
security clearances.

SECURITY OFFICER, DCAA: Destroy after completion of final
action.
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152.18

DOt 275,

-1

Specicl Agcess Feenridiy 1 ins.  Decoods vrel oian oo

chLcty of spervial access progrome . noluding procedaral
nstructions, investizavive and clearance r1equircroats
preGCLLb%c by asrncies reopensible too gsuch programe, ard
releted decumenvs, ERCLLDING records describz’ i 132.5
nd 152.312

SECURITY CONTPOL OIFICExS: TDestroy vhan superscocd, obeolece,
Or aicer 2 vears, whichever is earlicr.

Central Clearance Group. Lkecords reluating to tho Central

Clearance Group, including list of neabers, operating
rocedures olicies, regiscer ofF cases veferred, and related
s P s g
documents, EXCLUDING records described in 152.3.

SECURITY OFFICER, DCAA: Destroy when superseded, obsolcte,
or after 5 years, whichever 1s earlier.

Reference Files. Files relating to the general field of

personnel security consisting of extra copies of documents
which duplicate the record copy filed elsewhere: rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

153 PHYSICAL SECURITY. Relates to physical security mneasures designed

to protect personnel, equipment, and facilities.

153.1

153.2

General. Documents relating to physical security which,

due to their general nature, cannot be logically filed
elsewhere in the 153 series.

ALL OFFICES: Destroy after 2 years.

DCAA Facility Security Data. Records accumulated which

furnish information pertaining to office location, key
security personnel, classified document holdings, classified
document containers, and physical security measures provided
at Federal buildings, contractor facilities, etc., where
DCAA offices are located. Included are incident reports;
after-action reports; duplicate copies of security inspections;
reports of security violations; reports of security in-
vestigations; and related documents.

SECURITY CONTROL OFFICERS: Update annually. Destroy upon

deactivation of office or relocation of office to other
premises.
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160

153.6

coooral 0f kevs vsed 1n
of on office.

b4 Comginl Treerydon.  Records poic ~ o the wsso and
C

cunceteon oot the shvelesl 2ocur oy

SECURLYY CONTROL OFFICERE: Decivev 6 woaths after nmurn-ia
of key.

Lost and Feund Filea. Coplies of venorrs, loss ateronts,

receipts, and other papetrs rolating to Jost and Lound

articles. (IS../Q b)
ALL OFFICLES: Destroy after 1 year.

Tntelligence Summaries. Documents originated or compiled

by other Government agencics and furnished to DCaAA for
informacion and guidance in operational planning or for
emergency planning to protect personnel, property, and
facilities.

SECURITY OFFICLR, DCAA: Destroy when superseded, obsolete,
or no longer needed for reference.

Reference Files. Files relating to the general field of

physical security consisting of extra copies of documents
which duplicate the record zopy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, cr no
longer needed for reference, whichever is earlier.

TRAVEL AND TRANSPORTATION. Relates to the administration of travel

and transportation services.

160.1

160.2

General. Documents relating to travel and transportation

which, due to their gemneral nature, cannot be logically
filed elsewhere in the 160 series. ﬂ?-ﬁ?)

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and interpretation cof directives
or regulatory instructions on travel and transportation,
including copies of interim policy and procedures statements
issued prior to publication in official DCAA numbered

policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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160.3

160.4

160.5

160.6

160.7

160.8

i

Traasportation Officers/Aprcnte. Documenns rei.ring ~u bz
appointwent of trancportation offdicers and azoat

ATL OFFTICES: Destroy 2 vears after tverminaiicn of
appointmant ,

Recurring Reperis and Informaticn Reguiwenmcnoas.  Reca, i

-~
reports and one~tiwe iuformavion requitcmenls regatrding
travel and transpovtation.

ALI. OFFICES: Destroy after 3 years.

Travel Orders. Orders directing or autheorizing travel to

be performed (temporary duty and permanent change of station)
including approval for travel to special areas, approuval

for tramsportation of avtcmobiles, dccuments velating to
dependent's travel, and other documents relating to the
specific travel order.

TRAVEL OFFICE: Destroy after 4 years.

OTHER OFFICES: Destroy after completion of travel.

NOTE: Original transportation documents such as vouchers,
contracts, etc., are forwarded to the Transportation Division
of the General Accounting Officer by the servicing Accounting
and Finance Officer; therefore, the retained copies are

informational copies.

Transportation Requests. Retained copies of transportation

requests, including cancelled copies, with papers relating
to the issue thereof.

TRAVEL OFFICE: Destroy after 4 years.

Transportation Request Register. Registers containing data
on each transportation request issued, such as number, date,
name of carrier, name of traveler, cost, and similar
information.

TRAVEL OFFICE: Destroy after 4 years.

Local Transportation Authorization. Documents pertaining
to the issuance of commercial bus, rail, ferry, or toll
bridge tokens or tickets for official travel by Government
personnel.

TRAVEL OFFICE: Destroy after 4 years.
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160.9

160.10

160.11

Bus Passes. Docuwents refliceting rhe issuance of pasces

eut|L111 personﬁel to board Governeent orevated or
CODLlBLLGC transportation fucilivies.

15SUTUC GFYICL: Dostroy uvpown turn~in or replacewrosr:t of pas..

Administrative-Usa hogor Veliicl Documents reflecting

requis it Lonz and requirerents ifcr adminlsirative-usgs
vehicles, justilicacion therefor, and approvals and
disapprovals.

HEADQUARTERS, DCAA: Destroy after 4 years.

Reference TFiles. Files relating to the general field of
travel and transportation censisting of eutra copiens

of documents which durlicate the record copy filed elsewherc;
rough drafts, notes, work papers, and otlher material being
held for reference.

ALL OTFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.
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200 -~ PLANNING AND REVIEW

This primary functional series contains files relating to overall
planning and review of DCAA operations: Planning and Review (205),
Preparedness Planning (210), Review and Analysis (220), External
Inspections and Investigations (225), Economic Analysis (230), Legal
Matters (240), Interagency and International Liaison (250), Legislative
and Congressional (260), Organization and Functions (270), Committee
Management (275), Management Improvement (280), and Historical Files (290).

205 PLANNING AND REVIEW. Relates to overall planning and review of
DCAA operations.

205.1 General. Documents relating to planning and review which,
due to their general nature, cannot be logically filed
elsewhere in the 205 series.

ALL OFFICES: Destroy after 2 years.

205.2 DCAA Advisory Council. Documents relating to the establish-
ment, membership, functions, agenda, minutes, reports to,
recommendations, and other actions pertaining to the DCAA
Advisory Council.

EXECUTIVE OFFICE: Permanent.

OTHER OFFICES: All records pertaining to the DCAA
Advisory Council retained by other offices may be destroyed
upon receipt of these Schedules, because the Council has
been discontinued.

205.3 DCAA Annual Report. Documents relating to the preparation
and submission of the DCAA Annual Report.

EXECUTIVE OFFICE: Permaneng.
OTHER OFFICES: Destroy after 3 years.
205.4 DCAA Executive Confevences. Documents relating to DCAA

Executive Conferences, including minutes and follow-up
actions.

EXECUTIVE OFFICE: [Permanent,

OTHER OFFICES: Destroy after 2 years.
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205.5

205.6

205.8

205.9

sy 4 - e
poAar T e s,

Annu=l Renove of the Secvrol=yy of Defenwe. Tocw - rmes
relating te iaput from DCAA to the Arnual Report of Lre
Secreiary of Deiense.

EXECUTIVL OFFICE:  Pevmanent.
e ET——

OTHER CFFICES: Destroy aftcr 2 years.

Regicnal and TAD Conferevces. Documenis relating to
prepatration, minutes, aud follow-up actions of cenfcrsruces
held by Regional tanagers.

REGIONAL OFFICE CF PRIMARY RESPONSIBILITY: Destroy whian
no longer needed for reference or after 5 years, whichever
is earlier.

OTHER OFFICES: Destroy when no longer needed for reference
or after 2 years, whichever is earlier.

Staff Meetings. Agenda and minutes of formal stalf meetings
called by heads of DCAA activities.

DIRECTOR, DCAA: PeilaDolie.
REGIONAL MANAGERS: Destroy after 10 years.

OTHER OFFICES: Destroy when no longer needed for reference
or after 2 years, whichever is earlier.

Other Conferences and Meetings. Records relating to the
preparation, development, and conduct of other conferences
and meetings which are not included elsewhere in these
Records Disposition Schedules.

SPONSORING OFFICE: Destroy when no longer needed for
reference, or after 3 years, whichever is earlier.

PARTICIPATING OFFICES: Destroy when no longer necded for
reference.

Reference Files. Files relating to the general field of

planning and review consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.
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PREPARTEDUESS PLAWNING. Relates to plevning tor p;'uelnxlx.' ¢ weotb

and respond to imremativnal, aobili-ation, war. w.d cuorr o

situations.

210.1

210.2

210.3

210.4

210.5

Gencral. Docurenis rcelating 13 prepavednnts p

which, due to Lheir pgensral nzture, ceante be

where in the 210 series. (1¢- 3-7)

ALL OFFICES: Dostroy after 2 years.

Lwergency Planning. Documents velating to planwming flavolving
foreign situations and problems of natuonil dodon=g }19 ving
and operations as they affect DUAA; plana, policien, and
procedures relating to the pregram objectives and proparcds-
ness measures taken for general or 11m1t d war, such as
mobilization, continuity of coperations, and civil dnfense;
and emergency suppotc for (ivil disturbances, natui«!

disasters, etc. (/f'lf)
SECURITY OFFICER, DCAA: Pe conk,.

REGIONAL SECURITY CONTROL OFFICERS: Destroy 5 years after
supersession or obsolescence.

OTHER OFFICES: Destroy upon supersession or obsolescence.

Tests and Exercises. Documents accumulated as a result of

participating in testing various emergency plans, including
announcements of tests to be conducted, instructions to
participants, staffing assignments, test messages, documents
reflecting simulated situations and actions, reports, and
similar documents.

ALL OFFICES: Destroy when superseded, obsolete, or after
3 years, whichever is earlier.

Fire Evacuation Plans. Plans and other documents relating

to exercises to ensure prompt action in safeguarding life
and property in the event of fire.

ALL OFFICES: Destroy when superseded or obsolete.

Bomb Threat Plans. Plans and other documents relating to
exercises to ensure prompt action in safeguarding life and

property in the event of bomb threats and similar situations.

ALL OFFICES: Destroy when superseded or obsolete.
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210.6 Serious Incident Reports. Reports of serious incidents
which could possibly activate emergency and preparedness
plans.

SECURITY CONTROL OFFICERS: Destroy when no longer needed
for reference or 3 years after receipt of final report.

210.7 Reference Files. Files relating to the general field of
preparedness planning consisting of extra copies of docu-
ments which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

220 REVIEW AND ANALYSIS. Relates to records accumulated as a result of
reviews and surveys which provide for the factual evaluation of the
effectiveness and economy of DCAA operations, methods, and procedures.

220.1 General. Documents relating to review and analysis which,
due to their general nature, canaot be filed elsewhere in
the 220 series.

ALL OFFICES: Destroy after 2 years.

220.2 Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and, interpretation of directiyes
. . RIS SAE L

or regulatory instructions on gﬁ%ﬁ&t—aéfngs—magggﬁg?%y

including copies of interim policy and procedures statements

issued prior to publication in official DCAA numbered
policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

220.3 General Purpose Surveys. Report of survey; documents
relating to actions initiated by findings in the report;
requests for corrective action; and subsequent responses
to surveys performed by the Office of Review and Analysis,
(OR&A), Headquarters, DCAA.

}7 OR&A: Permanent.
jz NON-OR&A TEAM MEMBERS: Destroy after 5 years.

OFFICE INSPECTED: Destroy after next comparable inspection
or upon discontinuance of office, whichever is earlier.

OTHER COPIES OF SURVEY: Destroy when no longer needed for
reference.
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220.5

220.6

220.7

220.8
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Special Studies and Analyses. Records accumulated in
specific studies and analyses of specific problems in
Agency operations, performed by OR&A, HQ, and Regional HQ.

OR&A: Permanent.

L ]
REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after
10 years.

OTHER COPIES: Destroy when no longer needed for reference.

Regional Headquarters Visits to FAO's. Documents relating
to planning and accomplishing visits to FAO's by represen-
tatives of the Regional Headquarters for the purpose of
surveying overall operations.

REGIONAL HEADQUARTERS AND FAO: Destroy after next comparable
visit or upon deactivation of the FAO, whichever is earlier.

Functional Surveys and Reviews. Documents relating to
surveys and reviews of a specific function, rather than

an overall survey of an office. NOTE: Regional Headquarters
may include these files in 220.5; however, when this is

done, this file should be so annotated.

OFFICE PERFORMING SURVEY: Destroy after next comparable
survey or after 3 years, whichever is earlier.

OFFICE SURVEYED: Destroy after next comparable survey,
upon deactivation of the office, or after 3 years, whichever
is earlier.

Scheduling. Documents accumulated in reviewing, controlling,
and coordinating planned surveys and reviews. Included are
schedules of proposed visits, itineraries, approvals,
requests for changes, and related documents.

ALL OFFICES: Destroy after 3 years.

Reference Files. TFiles relating to the general field of
review and analysis consisting of extra copies of docu-
ments which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.
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EXTERNAL INSPECTIONS AND INVESTIGATIONS. Relates to inspections and

investigations by non-DCAA activities, such as representatives of
the Office of the Secretary of Defense, General Accounting Office,
and inspections of other organizations in which DCAA has an interest.

225.1

225.2

225.3

225.4

225.5

Congressional Investigations and Hearings. Documents

relating to investigations and hearings by Congress,
EXCLUDING hearings regarding appropriations (410) and
specific contracts (700), including material relating to
selection of witnesses to appear before and the presen-
tation of evidence to Congressional Committees; Committee
reports, analyses, and actions; and related material.

EXECUTIVE OFFICE: Permanent.
o ]
OTHER OFFICES: Destroy after 5 years.

General Accounting Office Investigations and Audits.

Documents relating to investigations of DCAA conducted by
GAO, including reports and documents reflecting action

thereon, EXCLUDING GAO Audit Report Reviews (703 and 763).
EXECUTIVE OFFICE: Destroy 10 years after date of report.

OTHER OFFICES: Destroy when no longer needed for reference,
or after 3 years, whichever is earlier.

Office of Secretary of Defense Inspections. Documents

relating to inspections of DCAA conducted by the Office
of the Secretary of Defense, including reports and documents
reflecting action thereon.

EXECUTIVE OFFICE: Destroy 10 years after date of report.

OTHER OFFICES: Destroy when no longer needed for reference,
or after 3 years, whichever is earlier.

Inspector General. Relates to inspections, investigations,

and complaints handled by the IG that affect DCAA.

ALL OFFICES: Destroy when no longer needed for reference,
or after 3 years, whichever is earlier.

Reference Files. Files relating to the general field of

external inspections and investigations consisting of extra
copies of documents which duplicate the record copy filed
elsewhere; rough drafts, notes, work papers, and other
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.
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ECONCMIC ANALYSLIS.  Records rel
decaved from cost avoidance, co
econontie analysis, and similaer p

230.1 Generdal. Decusente yelating Lo wiorewic anal
due 0 therr general navure., cannet be lo
elscwhere in the 230 scries.

ALL OFFICES: Destroy after 2 years.

230.2  Policies and Proccdures. Docuwents relating to the develcop-—
ment., preparation, issuance, and intevpretation of directivas
or regulatory Instructions on ccenomic analysis and simiiar
programs, including copies oi interim policy and procedures
statements 1ssued prior to publication in cfficial DCAA
numbered policy publications.

ISSUTNG OFFICE: Upon supersession or cbsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
230.3 Recurring Reports and Information Requirements. Recurring

reports and one~time information requirements reclating to
economic analysis and similar programs.

ALL OFFICES: Destroy after 3 years.

230.4 Project Files. Case files relating to specific proiects
concerning cost reduction, capital investments, and economic
analysis.

ALL OFFICES: Destroy 5 years after completion of project.

LEGAL. MATTERS. Relates to all legal matters concerning DCAA.

240.1 General. Documents relating to legal matters which, due to
their general nature, cannot be logically filed elsewhere
in the 240 series.

COUNSEL: Destroy after 3 years.

240.2 Statements of Employment and Financial Interests. DD Form
1555, DD Form 1555-1, and comparable statements.

NOTE: Copies of these statements are to be maintained
only by Counsel, DCAA, and the immediate supervisor.

COUNSEL: Destroy 2 years after termination of employment.

SUPERVISORS: Destroy upon transfer or separation of
"employee.
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240.3 Legal Opinions. Records accumulated in the rendering of
legal opinions relating to all aspects of the operation
and administration of DCAA.

COUNSEL: Permanent,.
gh Lermanens

OTHER OFFICES: File in appropriate subfunction file, and
dispose accordingly.

240.4 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements not other=-
wise 1dentified in the 240 series required of the Office
of Counsel, DCAA.

COUNSEL: Destroy after 3 years.

240.5 Reference Files. Files relating to the general field of
legal matters consisting of extra copies of documents which
duplicate the record copy filed elsewhere; rough drafts,
notes, work papers, and other material being held for
reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

250 INTERAGENCY AND INTERNATIONAL LIAISON. Relates to DCAA relation-
ships with other Government agencies and foreign countries.

250.1 General. Documents relating to interagency and international
liaison which, due to their general nature, cannot be filed
elsewhere in the 250 series.

ALL OFFICES: Destroy after 2 years.

250.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, 1ssuance, and interpretation of directives
or regulatory instructions on interagency and international
liaison, including copies of interim policy and procedures
statements issued prior to publication in official DCAA
numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
1n 1nactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
250.3 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements concerning
interagency and international liaison.

ALL OFFICES: Destroy after 3 years.
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longer mnecdad for refereance, whichever is earliown.

LEGISTATIVE AND CONGRESSTIONAL Relates to legistatica, sxecubive

orders,
Congress. (Sce 225 for Congressional [ovestigations.)

260.1

260.2

260.3

260.4

proclamations, and to lizaison wvith the White liovce and
N

General. Doecuments relating to legislative and Congressiinal
matters which, due to their general nature, cannot be
logically filed elscwherc im the 260 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of diveciives
or regulatory instructicns on legislative and Cougression.l
matters, including copies of interim policy and procedures
statements issued prior to publication in official DCAA
numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, placc
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Legislation. Drafts of proposed legislation, executive
orders, and proclamations; DCAA comments and recovmendations
relative to legislation, executive orders, and proclamations;
background and supporting documents.

COUNSEL, DCAA: 1If proposed by DCAA, permanent. If proposed
by others, destroy after 5 years.

OTHER OFFICES: Destroy after 2 years.

White House Correspondence. Correspondence {from the White
House requesting information about DCAA activities, or on
behalf of citizens.

EXECUTIVE OFFICE: Permanent.

OTHER OFFICES: Destroy after 5 years.
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information zhout DCAA acihivitics and employees.

LXECUTLVE. CFFICE: Permanent.

CTHER OFTICTS:  Testroy after 5 vearc.

260.6 Conpressional Correspondence. Cerrespondence with Individan
Members of Congress conceraning letters frowm thelr copstivac .
requesting employment information and assistance in obtainany

employment.
ALL OFFICES: Destroy after 5 years.

260.7 Reference Files., Tiles relacing to the general field of
legiglative and congressicnzl matters consistiug of extra
copies of documents which duplicate the record copy filed
elseviiere; rough drafts, notes, work papers, and ciber
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or nc
longer needed for reference, whichever is earliezr.

ORGANIZATION AND FUNCTIONS. Relates to the establishment of and

changes in organization and functions, activation and deactivation
of offices, and related material.

270.1 Defense Contract Audit Agency. Documents relating to the
overall organization and functions of DCAA, including charts,
manuals, statements, and similar documents, and rationale
for significant changes.

HQ OFFTCE OF PRIMARY RESPONSIBILITY: _Permapept,
OTHER OFFICES: Destroy when superseded or obsolete.
270.2 Headquarters, DCAA. Documents relating to the organization

and functions of Headquarters, DCAA, including charts
and rationale for significant changes.

HQ OFFICE OF PRIMARY RESPONSIBILITY: Permanent.
OTHER OFFICES: Destroy when superseded or obsolete.
270.3 Regional Headquarters. Documents relating to the organiza-

tion and functions of regional headquarters, including
charts and rationale for significant changes.

HQ OFFICE OF PRIMARY RESPONSIBILITY: QRermanent,

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after
10 years.

OTHER OFFICES: Destroy when superseded or obsolete.
5-B-2-10
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’

Tield Acdit OFfFices. Documcnts relaving to the activaticn

and deactivation, organization and functionsg of field audrt
offices, including charts, correspondence vcelating thereto,
and ratlonzle for chanses.

HQ OFFILCE OF PRIMARY RESPONSITTILITY: Permanent.
L

REGIONAL OFTICE OF PRIMARY RESPONSIBILITY: Destroy 5 yvears
atter FAO 1s deactivated.

Reference Files. Files relating to the gencral field of
organization and functions consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

COMMITTEL MANAGEMENT. Relates to official interagency and inter-

service groups in which DCAA participates or has an interest that
are established to consider, investigate, advise, take action, and
report to the appointing authority. The term "Committee" is con-
sidered to include councils, boards, commissions, subcommittees,
panels, subpanels, EXCLUDING committees specifically identified
under a related secondary function, such as ASPR and CASB.

275.1

275.2

Genaral., Documents relating to committee management which,
due to their general nature, cammot be logically filed
elsewhere in the 275 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory imstructions on committee management matters,
including copies of interim policy and procedures statements
issued prior to publication in official DCAA numbered policy
publication.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 vesrs.

OTHER OFFICES: Destroy when superseded or cancelled.
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INDIVIDUAL MEMBERS: Destroy 5 years alter ternsoalio. of
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275.4 Recurring Reports and Inforwation Recuirensuts. Foourring
12 3 Sy
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DCAA "= participation in and management: of comutters,

ALL OQFFICES: Destroy after 2 years.

275.5 Reference Files. Files relating to the general field of
committee management consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material bering
held for reference.

ALI OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

280 MANAGEMENT 1MPROVEMENT, Relates to planning and carrying out an
organized program for finding and installing more effective,
efficient, and economical ways of doing work through simplifica~
tion of work procedures and application of management analysis
techniques.

280.1 General. Documents relating to management improvement which,
due to their general nature, cannot be logically filed else-
where in the 280 series.

ALL OFFICES: Destroy after 2 years.

280.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, 1ssuance, and interpretation of directives
or regulatory instructicons on management improvement,
including copies of interim policy statements issued prior
to publication in official DCAA numbered publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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ALL OFFICLES: Destycy upon completion of next coeps~ e
survey or alter 5 yvears, whichav:r is earlier.

280.4 Project Files. Documents releting to specific proposnal:c
oY projects to improve or simplifly the marnmer or meruod
of planning, directing. controlling, or doing work, such
as proposals for improvement, flow process chorts, work
counts, motion economy studies, layout studics, proc.doces,
drafts, and actions taken on propovals.

ALL OFFICES: Destroy after 5 yeans.

280.5 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements relating to

éﬁ management. improvement. (/6_5)

290

HQ OFFICE OF PRIMARY RESPONSIBILITY: Permane
OTHER OFFICES: Destroy alter 3 years.

280.6 Reference Files. Files relating to the general field of
management improvement consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

HISTORICAL FILES. Documents that have unusual or immediately

recognizable historical significance; programs for production of
specific and formal histories; and records of value to new manage-
ment and staff officers.

290.1 DCAA Histories. Formally prepared histories, including
organizational and functional histories produced by DCAA
historians or others for DCAA.

DCAA HISTORIAN: Permanent.

OTHER OFFICES: Destroy when no longer needed for reference.

. e .
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290.6

290.7

290.8
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Planning Crouwn Docuenis.

and origin of DCAA and 1ts cctavities.

. . . . . i
Reeords retduding to the craabion

Q@ - ALL OFFICES: Permanent.
L ]

REGICNAL HQ - ALL OFFICES: Destrey atfcer 10 yeo s,

Activity Histories. Locally prepared or collected matevial
appropriate for retenticn because of its local ~igaiflicance,

ALL OFFICES: Destroy when superseded by updated revision.

DCAA Chronological File. A vhite tissue copy of all correspen-
dence tc addressecs outside lleadquarters, DCAA.

ADMINISTRATIVE SERVICES OFFICE: Pounancnin.

Regional Manager's Chronoclogical File. A copy of all
correspondence to addressees outside the Regional Head-
quarkters.

REGIONAL OFFICE OF PRIMARY RESPONSIBLLITY: Destroy after
15 years.

Principal Staff Element Chronological File. A copy of all
correspondence to addressees outside the office of the Head
of the Principal Staff Element.

OFFICE OF HEAD OF PRINCIPAL STAFF ELEMENT: Destroy after
3 years.

FAO Chronological/Reading Files. Files of extra copies

of outgoing communications arranged chronologically and
maintained for periodic review by staff members or for
convenience of reference.

FIELD AUDIT OFFICES: Destroy after 5 years.

Reading Files. Files of extra copies of outgoing communi-

cations arranged chronologically and maintained f{or
periodic review by staff members or for convenience of
reference.

ALL OFFICES: Destroy after 1 year. NOTE: Offices shall
not retain both chronological and reading files.
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relating thereto. NOTE: Official record copies of decuments
proper for filing elsewhere will not be incorporvated in

this file; however, copies thereof may be included.

DU gL SOuLee

ALL OFFICES: Destroy when no longer nceded for historical
reference purposes.

1
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300G - PLRSCMNEL ADMINISIRATION

This primary functional ceries lates to the qu“rVJQion ovaer and
management of DCAA civilian erploy
Position Classificavian and Pay
Carcer Nauagement (315); Trainirg (
Incentive and Accompliubment Awarvds
(346); Labor-Management Relations (347); Standards of Conducc (340
Adverse Personnel Actions (350); Emnlovee Complaints, Crievances, and
Appeals (358); Employee Benefaits (361); Personnel Operations (371);
Program Planning and Evaluvation (381); Military Persomnel (3873; DOAA

7~

Savings bLonds Program (388); and lorale, Welfare, and Recrecation (39%).

Cministracion

nnl Hivine (317
Lers T iy, [NEUR )

)
ol Activitcier (329)
Fmploynent Qppuvi

4G

301 PERSONMEL ADMINTSTRATION. Relates to persounel administration
natte

301.1 General. Documents relating to personnel administration
which, due to thelir general nature, cannot be logically
/ /7 filed elsewhere in the 300 series.

ALL OTFICES: Destroy after 2 years.

301.2 Policies and Procedurecs. Documents relating to the develnp-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on personnel matters, including
copies of interim policy statements issved prior to publica~-
tion in official DCAA numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

301.3 Designation of Civilian Personnel Officer. Documents
relating to the civilian personnel officer's basic
authorities to act for the Director or Regional Manager
in administering civilian personnel actions, such as signing
personnel actions; administering oaths of office; authorities
to deviate from DCAA or CSC requirements; documentation
of the basis for the policies and practices, and procedures
which are made under local authority; and records of actions
or decisions which are precedent-setting for future opera-
tions.

ALL OFFICES: Destroy 2 years after termination of
appointment.
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301.4 Servicing Agreements. Agreements between DCAA and non-
DCAA activities for the provision of civilian personnel
services.

ALL OFFICES: Destroy 3 years after termination of
agreement.

301.5 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements not otherwise
identified under a related secondary function within the 300
series.

ALL OFFICES: Destroy after 3 years.

301.6 Reference Files. Files relating to the general field of
personnel administration consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

POSITION CLASSIFICATION AND PAY. Relates to the functions of

determining pay rates and administering salary matters relating
to civilian employees, EXCLUDING position classification appeal
case files ~ see 358.3.

306.1 General. Documents relating to position structure and
staffing which, due to their general nature, cannot be
logically filed elsewhere in the 306 series.

ALL OFFICES: Destroy after 2 years.
306.2 Classification Standards. Classification standards providing

guidance in the evaluation of positions including classifi-
cation and qualification standards.

PERSONNEL OFFICE: Destroy when superseded.

306.3 Standards Development. Drafts of standards, correspondence,
project schedules, and materials relating to the develop-
ment of classification and qualification standards.

PERSONNEL OFFICE: Review at least once a year after
publication of final standards and destroy all papers which
have been superseded or are no longer applicable.
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306.6

306.7

306.8

306.9
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Position Descriptions (Master File). Certified master copies
of Optional Form 8, Position Description, or comparable
forms, covering all positions serviced by the civilian
personnel office. (/, 7)

PERSONNEL OFFICE: Destroy 5 years after cancellation
or obsolescence.

Position Descriptions (Number Log). A log providing a

continuing list of identifying numbers assigned to position
descriptions. (/-7)

PERSONNEL OFFICE: Destroy upon discontinuance of the
activity or when new numbering system is prescribed.

Position Descriptions (Extra Copies). Extra copies of

position descriptions maintained for use when a new
incumbent is assigned, when identical positions are
established, or for reference. (,_ y) )

ALL OFFICES: Destroy when position description is super-
seded or when position is abolished.

Position Descriptions (Organization File). TFolders for

each organizational element containing organization and
staffing charts annotated to reflect positions involved and
a copy of each position description. (L_ji)

ALL OFFICES: Destroy when superseded or obsolete.

Position Surveys. Documents reflecting the periodic survey

of all positions in the organization and reports related
thereto, such as the Annual Supergrade and PL-313 Position
Report, Annual Certification by Regional Managers, Annual
Whitten Amendment Report.

PERSONNEL OFFICE: Destroy 2 years after a regularly scheduled
DCAA or CSC inspection, whichever is earlier.

Wage Board Administration. Documents relating to wage board

matters, which are forwarded to DCAA for information and/or
coordination.

PERSONNEL OFFICE: Destroy when superseded, obsolete, no

longer needed for reference, or after 2 years, whichever
is earlier.
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Special Salary Rates. Documents relating to special salary

rates, and to the annual review thereof.
PERSONNEL OFFICE: Destroy when superseded, obsolete, no

longer needed for reference, or after 2 years, whichever
is earlier.

Salary Schedules. Documents relating to general schedule

salary rates; schedules, reports, and similar documents -
relating to pay setting for civilian employees.

ALL OFFICES: Destroy when superseded or after 3 years,
whichever is earlier.

Reference Files. Files relating to the general field of

position classification and pay consisting of extra copies
of documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

RECRUITING AND HIRING. Relates to the recruiting of new employees,

the consideration of applicants or of eligibles from the CSC lists,
and the hiring of employees.

311.1

311.2

General. Documents relating to recruiting and hiring

which, due to their general nature, cannot be logically
filed elsewhere in the 311 series.

ALL OFFICES: Destroy after 2 years.

Civil Service Certificates. These files provide a record df

requests to the CSC for certification of eligibles, such as
Request for Certification, Certificates of Eligibles,
Statement of Reasons for Passing Over a Preference Eligible
and Selecting a Nonpreference Eligible, and similar records.
(1-5)

PERSONNEL OFFICE: Destroy after 2 years.
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Applicant Supply Files. These files provide an index to

applications of qualified eligibles, govern the order of
selection of applicants for appointment used as a basis
for determining subsequent recruiting needs, and provide a
reference to the Qualifications Standards File. (7'/3i)

PERSONNEL OFFICE: Destroy after approprilate action has been
taken with respect to each applicant listed thereon, in
accordance with the FPM and after CSC has inspected each
action for compliance with existing rules and regulations.
When direct recruiting authority is cancelled, destroy after
inspection by the CSC of the propriety of actions taken
under the recruiting authority.

Applications. These files provide a repository for

applications and supplementary related documents and
correspondence.

PERSONNEL OFFICE: Dispose as prescribed by the FPM.

Job Opportunity Announcements. Announcements of job

vacancies prepared for bulletin boards, circulation to
employees, other agencles, or the public.

PERSONNEL OFFICE: Destroy after 2 years.
Paid Advertising. Documents relating to advertisements

placed in news media for the purpose of recruiting,
EXCLUDING financial documents.

PERSONNEL OFFICE: Destroy after 3 years.

Priority Placement (Stopper) Lists. Lists received period-
ically from the Central Referral Activity, and related '
documents.

PERSONNEL OFFICE: Destroy after 2 years.

Qverseas Returnee Lists. Lists received periodically from

the Automated Overseas Referral Activity.
PERSONNEL OFFICE: Destroy after 2 years.
Student Trainee Program. Documents relating to all phases

of the student trainee program, including recruiting,
placement, training, and evaluation.

ALL OFFICES: Destroy when superseded, obsolete, or 1 year
after individual leaves program, whichever is earlier.
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Rerterence Files., Tiles reloting to the general {ield of
recrurting and hiring consiztaing ol extva copics ol
documenits which Jduplicate the receord copy filed elrs »vhera:

held Lfor reference.

ALL OTFTCES: Destroy when supervrseded, obsolete, or no
longer needed for reference, whichever ias earlt

Relates to DCAA programs designed to menage the

career or the development of employee’s capabilities tlivongh a

program of selection and assignments; increasad promotional opportun-—

ities through Agency-wide referral of vacancy lists or considervation
by use of centralized qualification records; merit promotion, job
rotation, reassignment, and details; overscas rotation; and similar
programs.

315.1

315.2

315.3

General. Documents relating to career management which,
due to their general nature, cannot be logically filed
elsewhere in the 315 series.

ALL OFFICES: Destroy after 2 years.

Career Programs. Record copy of carcer program supplements
maintained for each of several career fields for civilian

employees. Includes materials such as drafts, concurrences,
recommendations for changes, and similar documents.

PERSONNEL OFFICE: Destroy 5 years after supersession or
obsolescence.

Qualification Standards. Documents used in rating appli-
cations for appointmenis and approving non-competitive
actions, consisting of index to standards, CSC Handbook
X-118, examination announcements, and special standards,
such as promotion and training agreements.

PERSONNEL OFFICE: Destroy when superseded or no longer
needed for reference.

5-B-3-6



315.4 proevac ]
L ndncee oo
el §
e b [
PELSONNEL, OFFICE:  Toras for iuv=vicirle
rewurned to applicanie; forms Sor
selecred witl be destioved alcern 1
applicaaces who ave selected wall be
Personnel folder.
315.5 Reemplovment Riphis. These files provide a regpicter of

persons havipg reemployiont rights or to whow {here i1n so
obligation to recemploy, such as pursons scpairated hy
reduct ion in force or For wmilitary service, skills
Jistings, and similar documecnts.

PERSONNEL OFF1CE: cstroy aiter cxpiration or loss oi
employee’s rcemployment priority rights unless an appeal
is pending. Destroy lists alter cxpiration of eligibility
of all persons on the list.

315.6 Reassignments, Job Rotaticn, and Detalls. Docurents
relating to the reassignment, rotation, and detailing of
individual DCAA employees.

PERSONNEL OFFICE: Destroy 1 year after termination of
employment.

315.7 Referral Lists. Lists reflecting referral of names for
consideration against vacancies, including rcquests for
such lists, and copies of or notations regarding inquiriecs
as to interest in vacancies.

PERSONNEL OFFICE: Destroy after CSC inspection or after 2
years, whichever is earlier.

315.8 Promotion Register and Record. Papers documenting promotion
actions under the Federal Merit Promotion Program.

PERSCNNEL OFFICE: Destroy after CSC inspection or after
2 vears, whichever is earlier.

315.9 Executive Manpower Resources Board Activities. Decuments
relating to EMRB operations, such as policies and procedures,
memberships, agenda, minutes of meetings, and related
documents.

EMRB RECORDER: Destroy after 10 years.

OTHER COPIES: Destroy when no longer needed for reference.
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PERSOINEL OF,ICE:  Destroy 5 vears after svperses fonm ov
obaolescenca,

315.11 keference Files. Tiles relating to the general field of
carcer management consisiing of exira copies of documents
which duplicare the record copy [iled elsewvher=: rough
drafts, notes,; work papers, and cther naterial belng hald
for reference.

ALL OTFFICES: Destroy when superseded, obsclete, or no
longer necded for reference, whichever is eariier.

321 TRAINING. Relates to training through DCAA resources, cother
Government training, and non-Goveroment training.

321.1 General. Documents relating to training which, due to their
general nature, cannot be logically filed elsevhere in the
321 series.

ALL OFTICES: Destroy after 2 years.
321.2 Training Plans. Documents reflecting overall programming

and scheduling of training and reports of progress thereon,
such as the GETA report.

TRAINING OFFICE: Destroy after 5 years.
OTHER OFFICES: Destroy after 2 years.
321.3 Individual Record of Training. Documents reflecting

for an employee the courses attended, dates, and similar
information.

ALL OFFICES: Review annually and destroy that portion
pertaining to individuals who are no longer in the employ
of the activity.

321.4 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements not covered
in other training subfunction files. ()._/é

ALL OFFICES: Destroy after 3 years.

322 LOCAL TRAINING. Relates to training provided by each component
of DCAA.
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322.2

322.3

322.4

322.5

322.6

SeA e PR
SGAAL Dol

Comnonasb Admisicioernsd andice 1 qinines Doothent s
colating 1o specilic aadiier tiainiayg conter conduaclod at
DCAA aetivitcies vlilizing locnl, tastitctoe. or Heldduoiors
pertonmel as instructors.

SPONSORING OFFILL:  DRescvoy &afitos 3 yoars.

OTHER QFTICES: Destroy when no longer noodad for reference.

Componeny Adminiscered llon-nudivor Training. Documents
relatirg Lo specific nor-auditor craining courses conduted
at DCAA activities utilizing loczl, Institute, or Head-
quarters personnel as instructors.

SPONSORING OFFICE: Destroy after 3 years.
OTEFR OFFICES: Destroy when no ionger needed for reflerence.
Component Administered Course Evaluations. Documents

relating to course reports, critiques by students, and
evaluation reports of component administered courses.

SPONSORING OFFICE: Destroy after 3 years.
OTHER OTFFICES: Destroy when no longer needed for reference.

Defense Contract Audit Institute Management and Supervision.
Documents relating to the overall administration and manage-
ment of DCAI such as correspondence between Headquarters

and DCAI, EXCLUDING specific course records.

ALL OFFICES: Destroy after 3 years.

DCAI Courses. The Official Record Copy of each course
manual, both instructor's and student's, prepared for use

in courses conducted at DCAI or self-study courses administered

by DCAI.

DCAI: Permanente

OTHER OFFICES: Destroy when no longer needed for reference.
Course Development, Background, and Evaluation. Background

documents and work papers accumulated in the process of
development, presentation, and evaluation of DCAA courses.

ALL OFFICES: Destroy after 3 years.
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322.7 Studenrs and Instructors. Documancs zclaring to

applications and celections of students and guest insciructors
from DCAA persomnel.

ALL OFFICLS: Destray aftar 2 vear

n

°

322.8  Hon-NDCAA Tarticipation. Racocds refating to policies and
procedurcs conceruning parvicipation of non-DCAA personnel
as students and instructors at DCAL, including letiters
of agrecment and understending bevween DCAA and cother
organizations and similar documents. EXCLUDES rccoxds
pertaining to the participation of an individual at a
specific course.

ALL OFFICES: Destroy when uo longer neceded for reference,
or 3 years after termination of agreement, as appropriate
for the record.

322.9 Reference Tiles. Files relating to the general ficld of
training consisting of extra copies of documents which
duplicate the record copy filed elsewhere; rough drafts,
notes, work papers, and other material being held for
reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

323 NON-DCAA TRAINING. Relates to training of employees in non-DCAA
facilities, EXCLUDING financial documents.

323.1 General. Documents relating to non-DCAA training which,
due to their general nature, cannot be logically filed
elsewhere in the 323 series.

ALL OFFICES: Destroy after 2 years.

323.2 Other Government Training. Documents relating to training
of DCAA employees in other Govermment training facilities
including agreements, requests for quotas or personnel
spaces, evaluations or comments, and similar material.

ALL OFFICES: Destroy after 5 years.

323.3 Non-Government Training. Documents relating to training
of DCAA employees in non-Government training facilities,
including requests for approval of such training, agreements,
copies of obligated service agreements, if any, and similar
material.

ALL OFFICES: Destroy after 5 years.
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323.4

PCAMT Q15 L

Refarcnce Viles., Tiles relating to the gencral ficld of

non—HCAA 1raining consisting of exrtra copies of documents vhich
duplicare the record copy fited elscwbcre; rough dialis,

refevrence,

ALL OFFICES: Destroy
longer needed for v

cle

when superseded, obsclete, or no
rence, whichever i1s earlier.

PROFESSIONAL ACTIVITIES. Relates to the participation of DCAA

employees in professional

accreditation.

330.1

330.2

330.3

330.4

330.5

activities outside DCAA and CPA

General. Documents relating to professional activities which,

due io their general nature, cannot be logically filed else-
where in the 330 =eries.

ALL OFF1CES: Destroy

after 2 years.

CPA Accreditatjon. Correspondence with State boards regarding

acceptance of DCAA experience as qualifying for taking the
CPA examination and for certification; correspondence with
professional societies, CPA firms, other Government agencies,
colleges, and universities regarding the auditing profession.

ALL OFFICES: Destroy

when superseded, obsolete, or no

longer needed for reference.

CPA Preparation. Documents relating to the CPA coaching

courses provided to auditors by DCAA.

ALL OFFICES: Destroy
needed for reference,

Professional Activity

when superseded, obsolete, no longer
or after 2 years, whichever is earlier.

Case Files. Documents relating to the

participation of DCAA
outside DCAA, such as

ALL OFFICES: Destroy

employees in professional activities
the FGAA, and similar organizations.

after 2 years.

Reports on Professional Activities. Copies of submissions

for publication in the DCAA Bulletin and similar reports
relating to participation in professional activities.

ALL OFFICES: Transmittal letters will be destroyed after
each month's activities are recorded. Individual activity
report will be filed in employee's career folder - see 315.3.
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330.6

iles loting to > general ficid of
acuivities consisting ¢l extra copies of documents
which duplicate the recora copy f{iled elsewhere: roush draflts,
noxes, work papers, and other material being Leld for
reference.

ALL OFTICE

s trav whan sSUpers
longer needed

ded, obsolate, 01 ne
hever is eavlier.
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refercnce, which

INCENTIVE AND ACCOMPLISHMENT AWARDS. Relates to the system of awards

and incentives for superior accomplishments, acts, or suggestions
which have contributed to the efficiency and economy in administration
and cperaticns.

341.1

341.2

341.3

341.4

341.5

Gencral. Documents relating to incencive and accomplishment

avards which, due to their general nature, cannct be
logically filed elsevhere in the 341 series.

ALl, OFFICES: Destroy after 2 years.

Incentive Awards Reports. Summary and consolidated reports

on monetary and non-monetary awards.(y-/3}
PERSONNEJ, OFFICE: Destroy after 3 years.

Register of Honorary and Monetary Awards (Except Suggestione).

Register of nominations received, approved, disapproved,
amount of award paid, and dates.

PERSONNEL OFFICE: Destroy after 3 years.

Incentive Awards Boards. Documents relating to board

operations such as policies and procedures, memberships,
and comparable papers.

ALL MEMBERS: Destroy when subersedcd, obsolete, no longer
needed for reference, or after 3 years, whichever is earlier.

Nominations for Awards. Case files of recommendations

together with supporting papers submitted by operating
officials and related papers incident to consideration of
employees for performance awards and honorary awards, such

as Outstanding Performance, Quality Salary Increases, Special
Achievement, Distinguished Civilian Service, Meritorious
Civilian Service, Civilian Award for Achievement, Publications
Award, Presidential Award for Distinguished Civilian Service,
DoD Distinguished Civilian Service, Federal Womens Award,
Outstanding Handicapped Federal Employee, National Civil
Service League Career Service, Arthur S. Flemming, Rockefeller
Public Service, William A. Jump Memorial, and similar per-
formance and honorary awards.

PERSONNEL OFFICE: Destroy 3 years after case is closed.

OTHER OFFICES: Destroy after 2 years.
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341.6

341.7

341.8

341.9

341.1

0

DCAAM 5015.1

Letters of Commendation and Appreciation. Copie
recognizing length of scrvice and vetirament; 1
appreciarion and coummendarion [or perforrance

coples filed in Off:gial Personnel Folders.

UDIRG those

ALL OFFICES: Destroy after 2 years.

Civilion Service Fmblem Control Files. Requisitiens for and
controls mainvained vo record eligibility for award of
emblems.

PERSOWNNHEL OFFICE: Destroy after 2 years.

Employee Suggestion Register. Registers or controls of
empleyea suggestions received.

PERSONMEL OFFICE: Destroy 2 years after final action is
taken on all suggestions listed thereon.

Emplovee Sugpestions. Case files for specific suggestions
made by civilian employees to improve administration and
operations, including both approved and rcjected suggesticns.
Includes acknowledgment of receipt of suggestion, evaluation,
approval or rejection, and issue of awards.

PERSONNEL OFFICE: Destroy 3 years after case is closed.

Reference Files. Files relating to the general field of
incentive and accomplishment awards cousisting of extra
copies of documents which duplicate the record copy filed
elsewhere; rough drafts, notes, work papers, and other
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

346 EQUAL EMPLOYMENT OPPORTUNITY. Relates to the program for equal

employment opportunity.

346.1

General. Documents relating to equal employment opportunity
which, due to their general nature, cannot be logically
filed elsewhere in the 346 series.

ALL OFFICES: Destroy after 2 years.
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346.4

346.5
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Affayuctive Acvion Plans. Annnal seports showing the
existing problems related nwo EEO, and che plans {or
jmprovement.

Py 4/421/ F Srzra.
DCAA EECQ CETICER: '?Er71ﬁ€ﬁfz// /?/

\3 CRZ,
REGIONAL EEO OFFICER: Destroy after }9—#2;;&.

Amnual Report. Narrative report showing the problems,
accomplishments, and other matters relative to the EEO
program.
-
eeZiey ZF2Y T plhoi.

DCAA EEQ OFFICER: Permament-
\; Ll Rz,
REGIONAL EEO OFTFICER: Destroy after &fFﬁ%;;ﬂf

OTHER OFFICES: Destroy when no longer needed for reference
or after 3 years, whichever is earlier.

Special Reports on EEQO. Reports on specific EEO programs,
such as the status of women, minority groups, mentally
handicapped, and similar reccurring or one-time jinformation
requircments concerning the DCAA EEO Program.

DCAA EEO OFFICER: Destroy after 5 years.
REGIONAL EEO OFTICER: Destroy after 3 years.

OTHER OFFICES: Destroy when no longer needed for reference
or after 2 years, whichever is earlier.

Reference Files. Files relating to the general field of
equal employment opportunity consisting of extra copies
of documents which duplicate the record copy filed
elsewhere; rough drafts, notes, work papers, and other
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

LABOR-MANAGEMENT RELATIONS. Relates to documents regarding the

relationship between management and employee unions, groups, or
associations.

347.1

General. Documents relating to labor-management relations

which, due to their general nature, cannot be logically
filed elsewhere in the 347 series.

ALL OFFICES: Destroy after 2 years.
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349

347.3

347.4

Case Tiles. Documents relating to the relationship between
management and individual cmplovee uniins, groups, or
associatilons, such as petitions for exclugive recognition,

agre.menis, and similar docunmenvs.

CFFICE WECOTIATING AGRUEMEMT: Destroy 5 yeavrs after
supersession or obsulescence.

OTHER OFTICES: Destroy when ne longer nceded for reference.

Labcr Relations. Documente relating to work stoppages and
strikes; strike reports, correspondence yelacing to settle-—
ment of dispuces; and related documencts.

ALL OFFICES: Destroy 3 years after clese of case.

Reference Files. TFiles relating to the general field of
labor-management relations consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other wmaterial being
held for reference.

ALL OTFFTICES: Destroy when superseded, obsolete, or no
longer necded for reference, whichever is earlier.

STANDARDS OF CONDUCT. Relates to the system designed to ensure that

all DCAA personnel do not have conflicts of interest and are aware
of and adhere to codes of ethics and standards of conduct.

349.1

349.2

349.3

General. Documents relating to standards of conduct which,
due to their general nature, cannot be logically filed
elsewhere in the 349 series.

ALL OFFICES: Destroy after 2 years.

Operations. Documents reflecting the operation of the system
designed to ensure that all personnel read and fully under-
stand the standards of conduct and ethics required of them.

PERSONNEL OFFICE: Destroy after the next periodic applica-
tion of the system.

Reference Files. Files relating to the general field of
standards of conduct consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes work papers, and other material being held

for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.
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350 ADVERSE PERSGIULIL ACTIONS. Relates to relationships vith employees
in the areas of diecipline, adverse perscunel actions, changes to
lower grade and vedoction in force.

which, due to their gensral nature, cannot be
in the 350 series.

350.1  Genew2l, Documents reloting o adverse perronne
1
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ALL GFYICES: Destroy atfter 2 vears.

350.2  Competitive Tevels. Logs, vegisters, or other centrol
documents maiutained for the purpose of documenting
determinations as to specific competitive levels within
areas serviced by the civilian personnel office.

FERSONNEL OFFICE: Destroy 1 year alter supersession or
obsolescence.

350.3 Retention Registers. Retention recgisters or lists for each
competitive level affecrved by a reduction in force and lists
reflecting information as to employees' retained and those
separated during the reduction in force. (}-)7)

PERSONNEL COFFICE: Destroy after 2 years UNLESS an appeal
is pending. Destroy files relating to an appeal 2 years
after settlement of the appeal.

350.4 Reduction In Force. Documents relating to reduction in
force, EXCLUDING appeal case files - see 358, such as the
Centralized Priority Referral System, Displaced Employec
Program, and similar records.

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 2 years, whichever is
earlier.

350.5 Reference Files. Files relating to the general field of
adverse personnel actions consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

358 EMPLOYEE COMPLAINTS, GRIEVANCES, AND APPEALS. Relates to EEO
complaints, grievances and appeals of DCAA employees.

358.1 General. Documents relating to complaints, grievances,
and appeals which, due to their general nature, cannot be
-. . filed elsewhere in the 358 series.

ALL OFFICES: Destroy after 2 years.
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358.2 EFQO Comnlaintg. Jadividual cmployee cace flles cn complaiuts
uncer the Frjual fmeloymeut Coportenity Trogyam, including
basic documents, recovds of hearrgs or moetings, copy of
decision reundered, and relzted coriespondence znd exhibits.
HEARQUARTERS:  Tronsfor to FLC vhen case ig cJosed. Dostroy
10 vears after tran=fer.

REGICNS: Destroy 1 yvear after case is closed.

358.3 Gribvanvpﬁuand A}peale. Individual emplovee case files
elating te all grievances and appeals, and other employee
problems processed or reviewed., Includes basic documents,
records of hearings or meetiuzs, copy of decision rendered,
and relatecd correspondence and exhibits.

PERSONNEL OFFICE: Retain rile for each separate casc in
current files area for 7 years after case is closed, then
destroy.

358.4  Reference Tiles. Files relating to the general field of
employee complaints, grievances, and appeals consisting of
extra copies of documents which duplicate the record copy
filed elsewhere; rough drafts, notes, work papers, and other
material being heid for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for refcrence, whichever is earlier.

361 [EMPLOYEE EBENEFITS. Relates to employee benefits such as health
benefits, compensation for injury, severance pay, unemployment
compensation, retirement, and life insurance.

361.1 General. Documents relating to employee benefits which,
due to their general nature, cannot be logically filed
elsewhere in the 361 series.

ALL OFFICES: Destroy after 2 years.

361.2 Benefit Files. Project files relating to employee benefits
such as health benefits, compensation for injury, severance
pay, unemployment compensation, retirement, and life
insurance, EXCLUDING documents filed in Official Personnel
Folders and individual accident case files - see 371 and 130.

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 3 years, whichever is earlier.
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361.3 Reference Tiles., TFiles relating to the gonevel field of
employee berefits consisting of exiira coples of
which duvpticate the recovd copy filed elsculierc;
drafts, nctes, vork panars, and other muterial being
for reference.

— =

ALL. OFFICES: Descrov wheu superseded, obsolere, or no
longer needed for relerence, whichever is earlier.

PERSCNNLEL OPLRATIONS, Docuwments relating to individual emplovees

of DCaAA.

371.1 General. Documents relating to personnel operations which,
due to their general nature, cannot be logically filcd
elsevhere in the 371 series.

ALL OFFICES: Destroy after 2 years.

371.2 Superviser's Personnel Records. Records providing current
information relative to employees, positions, strength
authorizations, actions in process; copies of position
descriptions; files used by supervisors and office chiefs
in considering employees separated for military service for
position change actions in absentia; requests for personnel
actions; and records pertinent to individual employees which
are duplicated in, or not appropriate for, the Official
Personnel Folder.

ALL OFFICES: Review annually and destroy documents which
have been superseded or are no longer applicable, or destroy
1 year after transfer or separation of the employee,
whichever is earlier.

371.3 Personnel Identification Media. Documents related to the
system of authorization and issuance of non-security
identification media to permit entrance to an installation
or activity and to identify the individual as an authorized
representative of DCAA. Includes issuance, receipt, return,
and destruction of special credentials, auditor credentials,
U.S. Government Identification Cards, EXCLUDING registers
in 371.4.

ISSUING OFFICE: Destroy 2 years after final disposition of
identification media, except that receipts signed by in-
dividuals may be destroyed upon turn-in of credentials.
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371.4 Personcel Tdentilication DBegdsters. Registois maaneained by
igsuing cfficers slwwing Lo vhom credentlals ave {:suerd,

by
date oi 1ssue, date of veturn, and date of destruction.

ISSUIRG OFFICE:  Repove individual poses From reglsters
when final dispessition of all eredentials listed ihzreon
has been made, hold 2 years, then destroy.

37L.5  Locator Kecoxds. Strips ov cards maintained as a rcady
Teferconce to Che organizarional segment to which the
employee is assigued.

PERSORKEL OPERATTONS OFTICE: Destroy upon transfer or
separation of the employee.

371.6 Personnel Authorizaotions. Copies of memnrandums, letters,
tables of authorized strengen, and other docunents which
reflect personnel spaces allotted to various organizational
segments and which provide the Civilian Personnel Ofifice
with a basis for maintaining a specific number of position
identification strips on the persommel control file.

PERSONNEL OPERATIONS OFFICE: Destroy upon supersession.

371.7 Service Record File. Files providing a record of positions
and incumbents, a medium for controlling personnel strength,
and a device for follow-up actions due. They consist of
SF 7D, Position Identification Strip, and SF 7, Service
Record Card. (/_2_)

PERSONNEL OPERATIONS OFFICE: Destroy SF 7D upon reclassifi-
cation or cancellation of the positions. The SF 7 will be
withdrawn and placed in 371.8 upon transfer or separation

of the employee.

371.8 Inactive Service Records. Files providing a record of
separated employees, including forwarding address and
destination of Official Personnel Folder, and SF 7, Service
Record Card. (- L)

PERSONNEL OPERATIONS OFFICE: Destroy 3 years after transfer
or separation of employee.

371.9 Departure Clearances. Documents created to show clearance
procedures accomplished with respect to transferred or
separated employees, and evaluation of turnover. They consist
of activity clearance forms or check lists indicating the
accomplishment of various types of administrative actions
which are prerequisites to release of employees.

PERSONNEL OPERATIONS OFFICE: Destroy after 2 years.
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371.10

371.11

371.12

371.13

371.14

Croip Action Recuerin. Tiles pro-iding a record of the busic
for proceossing percoune] and posirion actions vosulting

from iob suarveye and consist of group cctlon reguest lists

or similar forms,

PELSCHNNEL OPFRATIONS CTFICE: Dowtroy & years afier
supersession.

Chrenological Journal. Copy of each 57 50, Notificarion

of Personnel Action, for use as source material fer prepara-
tion of reports, for a ready reference device for review

of actions previously procossed, and for information of CSC
and DCAA representatives.(?$/¢)

PERSONNEL OPLRATIONS OFFICE: Destroy after 2 years.

Attendance and lecave. Docuawents relating to hours of duty
and leave administration.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

Official Personnel Folders. Individual official personnel
folders comprising the official record of each civilian
employee of the Federal Government during his or her tenure
of service with the Government. NOTE: This {ile number is
only for overall identification of the file series and shall
not be placed on the folders themselves. {/-l)

PERSONNEL OPERATIONS OFFICE: Upon transfer or separation of
employee, effect disposition as prescribed in the Federal
Personnel Manual.

Reference Files. Files relating to the general field of
personnel operations consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

381 PROGRAM PLANNING AND EVALUATION. Relates to planning and evaluation

of the DCAA Personnel Management Program.

381.1

General. Documents relating to program planning and evalua-
tion which, due to their general nature, cannot be logically
filed elsewhere in the 381 series.

ALL OFFICES: Destroy after 2 years.
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381l.4

381.5

381.6
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Progziam FMlamnice and Evalestion Roports.  Summ=zry and con~
solidared repovis on the plammg and cvaluation of the LCan

Personnel Management Program.
PERSOINEL OFFICE: Destroy afper 10 vearc.
OTHER OFFICLS: Destroy when no lonzcr needed for i1eforence.

Civil Scrvice Commissicn Tuspections. Reports of inspecticns

y T
and audits of civilian perscanel administration condacted
by represcntatives of the CSC.

OFFTICE 1INSPECILED: Destroy afrer next comparable inspection,
EYCEPT that incpection repores containing job evaluation
deterwminations which have the cffect of grade level standaras
will, if still current. be filed under 306.2.

DCAA Surveys of Civilian Personnel Administration. Reports
of surveys of civilian personnel administration conducted
by representatives of DCAA.

OFFICE SURVEYED AND SURVEY TEAM: Destroy upon completion of
next comparable survey.

Personnel Conferences. Documents relating to personnel
conferences attended by DCAA personnel or held by activities
of DCAA.

ALL 'OFFICES: Destroy after 3 years.

Referecnce Files. Files relating to the general field of
program planning and evaluation consisting of extra copies
of documents which duplicate the record copy filed elscwhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

387 MILITARY PERSONNEL.

387.1

General. Documents relating to military personnel which,
due to their general nature, cannot be filed elsewhere in
the 387 series.

ALL OFFICES: Destroy after 2 years.
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387.2 Ready Resirve. Docwaents relating to civilias mivbers of

the military ready 1eserve.

PERSOMNEL OVFICE: Destiyoy 5 years after supersession or

obsulescrice.
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Reference Files. Files relating to the general field ol
military personncel consisting of extra copies of documcnts
whiclh duplicate the record copy filed elsewhere; reugh
drafts, notes, work papers, and other material being held
for reference.

ALL OFFTICES: Destroy when superceded, obsolete, or no
longer needed for reference, whichever is earlier.

DCAA SAVINGS BONDS PROGRAM. Relates to the concepts, development,

administration, and reports and analyses of the DCAA-wide progrem
for the prometion of the sale of U.S. Savings Bonds.

388.1 General. Documents relating to the Savings Bonds Program
which, due to their general nature, canncot be logically
filed elsewhere in the 388 series.

ALL OFFICES: Destroy after 2 years.

388.2 Savings Bonds Reports. Summary and consolidated reports of
participation of employees in the DCAA Savings Bonds Program.

ALL OFFICES: Destroy after 3 years.

388.3 Reference Files. Files relating to the general field of
savings bonds consisting of extra copies of documents which
duplicate the record copy filed elsewhere; rough drafts,
notes, work papers, and other material being held for
reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

MORALE, WELFARE, AND RECREATION.

399.1 Morale, Welfare, and Recreation. Documents relating to morale,

welfare, and recreation activities sponsored, monitored,
or publicized by DCAA in the interest of employees.

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed fa reference, or after 2 years, whichever is earlier.
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ACO ~ FIFANCLAL MANAGEMENTD

This primary functicaal ceries relates o overall financial wnnare-
ment of appropriate? fovds, dneluding budgei (4103, Accowvnting (420),

Haapower (4

400.1

400.2

400.3

410 BUDGET.

300, and Poyvroll Liaisen (440).

General. Documents relating toe financial menegsment whicnh,
dus to their geners! nature, cammot be logically [iled
elsewvhere in the 400 serix

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuvance, and intevpretation of directives
or regulutory instructions on gencral financial management
matters, EXCLUDING these specifically on accounting, budget,
aund manpower, including copiles of interim policy and pro-
cedures statements issued prior to publication in official
DCAA numbercd policy publications.

ISSUING OTFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Reference Files. Files relating to the general field of
financial management consisting of extra copies of documents
which duplicate the record copy filed elsecwhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

Relates to documents accumulated in the preparation,

presentation, review, and execution of the DCAA budget.

410.1

Budget Execution. Documents relating to the expense opera-

ting budget from 0SD, operating budget authorizations for
all components of DCAA, quarterly operating budget work
papers, operating budget requests for current fiscal year
and estimates for following fiscal year, and related back-
ground data.

ALL OFFICES: Destroy 5 years after FY involved.

5-B-b-1


http:ta.ti.on
http:PC0cedures.Do

BCAAM Hal5. 1

410.2  Pudoot Pormeletyen and Prescenitation. Documents roelabting fo
the forimuiavion, presentation, and v2vicw by higher
authericy cf tbe DCAAN budret, iucluding vpolicies and
procedures. 0SH/0ME budget estimate albmicsions, vook pasers
and bockun daoray supplenontal b
hearings hackup data, including
apportilonnent submissions to 03
Budgel dercisions end reclamas, and relat

HEADQUARLERS BUDCET OFFICE: Permanent.
-—-—-——-
OTHER OFFICES: Destroy 5 vears after FY involved.
410.3  Manpower chulremwvts and uti ion Rov1cm. Docuzents

lizat
establishing current and projected manpower reguiremznts
for budeeting purposes.

HEADQUARTERS BUDGET GFFICE: Permanonly,
OTHER OFFICES: Destroy 5 years after ¥Y invelved.

410.4 Recurring Reports and Information Requirements. Recurring
reports and one-time informztion requirements submitted
to higher authority or prepered for internal management
purposes, such as expenditure forecast data, minor construc-
tion, obligations by state, man-year and costs, quarterly
financial management report, and similar reports./ktf;)

ALL OFFICES: Destroy 5 years after FY involved.

410.5 Cross-Service Support Agreements. Policy and procedures
relating to interservice, interagency, and cross—service
agreements in support of DCAA; memorandums of understanding;
copies of agreements; and similar formal documentation
covering acquisition or use of real property space; supply
management relationships; and procurement agreements between
DCAA and the servicing activity.

ALL OFFICES: Destroy 3 years after termination of
agreement.

410.6 Reimbursable Audits. Documents relating to the analysis
of the reimbursable audit program as it affects the DCAA
budget, including non-DoD agencies, regional analyses,
billing and earning rates, and related work papers.

ALL OFFICES: Destroy 5 years after FY involved.
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410.7

410.8

410.9
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Budget Program Data. Documents relating to the Five Year
Defense Program element list, program element summary data,
submissions, objective memorandums, related guidance and
program change requests and decisions; and documents relating
to workload factors and output performance which affect the
DCAA budget.

HQ AND REGIONAL HQ: Destroy 5 years after FY involved.

General. Documents relating to budget matters which, due

to their general nature, cannot be logically filed else-
where in the 410 series. (5;.3)

ALL OFFICES: Destroy after 2 years.

Reference Files. Files relating to the general field of

budget consisting of extra copies of documents which
duplicate the record copy filed elsewhere; rough drafts,
notes, work papers, and other material being held for
reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

ACCOUNTING. Relates to the accounting for funds allocations,

allotments, obligations, expenditures, disbursement, reimbursement,
collections, and adjustments. DCAA fiscal accounting stations
maintain only memorandum copies of GAO site audit records; the
originals of these documents (such as statements of transactions

and collection and disbursement schedules and vouchers) are maintained
by the non-DCAA Accounting and Finance Offices which provide voucher
preparation and/or examination, disbursing, and related reporting
services to DCAA activities,

CUTOFF OF ACCOUNTINC RECORDS., All accounting records shall be cut

off at the end of the fiscal year.

RETIREMENT TO FEDERAL RECORDS CENTERS. All Group 217 records shall

be retained for 3 years, then retired to the Federal Records Center.

SITE-AUDIT RECORDS. Series identified as Group 217 records are

disposed of under GAO authority. When preparing Standard Form
135, an extra copy of the SF 135, marked "Copy for GAO, Wash, DC"
shall be forwarded with the records to the Federal Records Center.
This copy will be forwarded by the Center to GAO for records
control purposes,
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Genecal. Documents relating to osccounting vhich, duve to
thetr gonrial natures, cannot be lopicelly f led clerwheve

in the 4720 serics.

ALL OFFICLS:  Dastrov vher cupervseded, cheolete, or no
longer reclad for refevence.

Policd Docewents rel o the develop-

ng ¢
mentl, Pr ¢ssuﬂncc, and inter tation of directives
n

i
or rbgu]at01y insiructions on acceounting, including copies
of inteiim policy and procedures statemente issued prior
to publication in official DCAA numbered policy publications.

ISSUING QLFICE: Upon supec-cgssion or obsolescence, place
in inactive file. Destroy efter 10 years.

OTULR OFFICES: Destroy wiwen superseded or cancelled.

Accounting Correspondence. Correspondence files maintained
by operating units responsible for appropriations accounting,
ers ining to their internal operations and administration.

7-1)
ALL OFFICES: Destroy after 2 years.

Imprest Funds. Documents accumulated by jmprest fund
cashiers which reflect the receipt and accounting for

imprest funds. Included are copies of reimbursement vouchers
and receipts for funds entrusted to agent officer which

also reflect acknowledgment of return of funds and statement
of balance.

ALL OFFICES: Destroy after 2 years.

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements submitted

to higher authority or those prepared for internal management
purposes, such as Report on Budget Status, Reimbursable
Transactions, Obligations, Financial Transaction Summary,
Statement of Financial Condition, Analysis of Financial
Operations, and similar reports.(j_ 4)

ALL OFFICES: Destroy after 4 years.
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520.6 T fgilxhﬂ:wiyj Uefun_gmAweggjf;__ Srrserent Roeporis.
Tnciudes ALl repnrts rTelat! ng Lo ﬁ.fh1rscgrwr_trozzu(s1u“v
as reporoed to l]oLLcL% and to 1‘, DAL, by Army, Mavy,
and Air Torce fFinance officces. Liese reports 1c1vap

Statewmznt of Trarsactions and Treonsuctions for Defence

Agencaes.

HQ /U IC3GTIORATL HOQ:  GROUZ 217 RICOTDS. Nostroy alter 10
yezars, 3 months.

CENERAT, ACCOULTS LEDGRRS. Generel accounts ledgers, shoving debit
L oS

and credit entrics, and refiecting cxpenditures in summary and fund
authorizations.

421.1  Fund Authorizaticns from OSD. Documents rclating to fund
authorizations received from the Office of the Secretary
of Defcuise, [7- 7,)

HEADQUARTIRS, DCAA: Destrey after 10 year

421.2 General Ledgers. Contains accounts necessary to reflect
financial operations of fund authorizations. (7-;)

HEADQUARTERS, DCAA: Destroy after 10 years.

ALLOTMENT RECORDS. Records showing status of allotments under

each authorized appropriation.

422.1 Cash Disbursement Ledger. Book of original entry used to
record all disbursements made against the allotment being
maintained. ((7-3 )

HQ AND REGIONAL HQ: Destroy after 10 years.

422.2 Obligation Control Ledger. Book of original entry which places
under accounting control each document representing an obli-
gation against the allotment being maintained. (7-3)

HQ AND REGIONAL HQ: Destroy after 10 years.

422.3  Allotment Working Papers. The culmination of all financial
activity which occurs during the fiscal year relating to
the allotment. They consist of the Analysis of Undelivered
Orders, the Analysis of Financial Transactions and the
Cumulative Expenses By Expense Account/Object Class. (7_3)

HQ AND REGIONAL HQ: Destroy after 10 years.

422.4  Fund Authorizations from HQ, DCAA. Operating Budget Authori-
zations which are the financial avuthorities issued by HQ,
DCAA to its allottees. (7-3)

HQ AND REGIONAL HQ: Destroy after 10 years.
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422.5 Dichburserent Vowchrys.,  Intowmaiicnal copics of all dis-

hursoment vouciers paid against the allotacnt. Tneiodes
the origu: .l ebligating docunent aintached o the paig \marh.1,

(}0rk: Ordginals of 411 disbursement vouchors are tre ¢
to the Federal Recerds Centers as Group 237 recowds by thc
servicing Accounting and Tiuance 0ffice.) (7 37

HO AMD REGTIONAL HQ: GROUP 217 RECOTDS. Destroy aftey 10
Vears.

423 POSTING AND CONTROL MENTA. Records nsed s posting and contrel
media, bubSld;ﬂ[Y to the geneval and aliotment ledgers,

423.1 Acccunts Reccivable Bills, Subsidiary, and Collcction
Ledgers.  The Bills and Collecticas Ledgers are books of
original eniry into which all reimbursable billing and
collection vouchers are posted; they are the source of
entries in the subsidiary ledger which maintains the accounts
receivable by amount, bill, and source, and include copies
of reimbursable billing statements. (7-+/)

ALL OFTFICES: Destroy alter 4 years.

423.2 Accounts Receivable Collection Vouchers. Source documents
for entries made in the collection ledger. (7-+/)

HEADQUARTERS, DCAA: Destroy after 4 years.

423.3  Operating Budget Control and Status Ledgers. These ledgers
are maintained to record and control the individual items
and the total of the Operating Budget received from OASD(C)
and subsequently issued to allottees.(/7—§z

HEADQUARTERS, DCAA: Destroy after 4 years.

423.4 Journal Vouchers (SF 1017G). Source of all entries made
to the general ledger. (7,11)

HEADQUARTERS, DCAA: GROUP 217 RECORDS. Destroy after 10
years, 3 months.

423.5 Cancelled Obligating Documents. Original obligating documents

which have been posted to the obligation control ledger and
subsequently cancelled in their entirety. {7.4#)

HQ AND REGIONAL HEADQUARTERS: Destroy after 4 years.
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430.3

430.4

Graeral. Decuwents relating to mauwrower whicl, due to thaedr
genes Al navuve, cannot be locally £ilad elsewhare In iho

30 series.
ALL OFTICES: Destroy alver 2 years.

Policies and Procedures. Documents relating to the develop--
ment, preparation, issumce, and interpreration of directives
regualatory inscructions on accounting, including copies of
interim policy and procedures statements issued prior to
publication in official DCAS numbered policy publications.

ISSUING OYFICE: Upon supcrsession or obsolescence, place
in imactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when supersaded or cancelled.

Personnel Authorizations. Documents regarding the allotment,
increase, or decrease of personnel spaces in DCAA activities;
manpower authorization vouchers. tables of authorization
reflecting, by organizational element, the grade category

and number of civilian personnel allotted to DCAA activities.
Includes drafts of proposed tables, justifications, coordi-
nating actions, published tables, and correspondence relating
thereto.

HEADQUARTERS MANPOWER OFFICE: Destroy 20 years after FY
involved.

REGIONAL HEADQUARTERS: Destroy 10 years after FY involved.
OTHER OFFICES: Destroy after 2 years.

Personnel Control. Documents accumulated in connection with
techniques for keeping personnel strength, workloads, and
grade structure in balance, including work measurement
sheets, personnel yardsticks, charts of grades and ratings,
and personnel workload reports, such as documents dealing
with grade escalation and average grade.

ALL OFFICES: Destroy after 3 years.
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430.5  Ferseemel Strenpil Reports. Locuurnus regavding the yopocting
of autborisod and acéunal strengh of civiiian persenmel in
DOAA actrivitics, stroength by occupariorsl speciralty and
ang simtlar streugth revovts, whather recurring ov

{

- 2

arme o reguirenenin.

HEADQUARTERS, DCAA: Destroy afrter 10 ycars.
REGIONAL HEADQUARTERS: Destioy after 5 years.
OTHER OVFICES: Destroy after 2 vears.,

430.6

1povver Surveys. Documents accumulated in connection with
upower surveye and studles covering such subjects as
personnel authorizalicns, manning levels, manpower analvses,
workload factors, and cwmergency rcquirements. TIncludes
inventory and approisal reports, manpower survey reports
and schedules, and comparable data.

ALL OFFICES: Destroy upon completion of nexi comparable
survey or after 5 years, whichever is earlier.

430.7 Reference Files. Files relating to the general field of
manpower consisting of extra copies of documents which
duplicate the record copy filed elsecwhere; rough drafts,
notes, work papers, and other material being held for
reference.

ALL OFFICES: Destroy when superceded, obsolete, or no
longer needed for refcrence, whichever is earlier.

440 PAYROLL LIAISON. Documents relating to liaison between DCAA and
non-DCAA offices providing payroll support to DCAA through cross—
service agreements.

440.1 General. Documents relating to payroll liaison which, due
to their general nature, cannot be logically filed elsewhere
in the 440 series. ('2-2)

ALL OFFICES: Destroy when superseded or obsolete, or after
2 years, whichever is earlier.

440.2 Time and Attendance Reports. Copies used in payroll prepara-
tion and processing that are retained by time and attendance

clerks. (2-3 b)

ALL OFFICES: Destroy 6 months after end of pay period.
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500 - INFORMATION SYSTEMS AND SERVICES

This primary functional series relates to a variety of information
management systems, programs, and services, including public relations,
management information systems, and records management programs. Included

Public Affairs (501), Availability to the Public and Control of

"For Official Use Only" Information (502), Files Maintenance and Dispo-
sition (510), Telecommunications (520), Office Machines (530), Publications
(540), Periodicals (541), Printing (545), Audio-Visual Aids (550), Forms
(560), Reports (565), Correspondence (570), Mail (575), and ADP Manage-
ment and Services (590).

501

PUBLIC AFFAIRS. Relates to programs and functions involving relation-

ships between DCAA and the public, such as community relations,
civilian ceremonies, participation in charity programs, blood donor
programs, official speeches, articles, press releases, etc.

501.1

501.2

501.3

General. Documents relating to public affairs matters which,

due to their general nature, cannot be logically filed
elsewhere in the 501 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and interpretation of directives
or regulatory instructions on public affairs matters, including
copies of interim policy and procedures statements issued

prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Press Releases. Documents prepared specifically for release
to news media, such as press releases, press conference
transcripts, fact sheets, official speeches, graphic progress
presentations, and similar material.

ALL OFFICES: Permanent.

Pablished Articles. Published or processed articles
prepared by DCAA personnel for publication in professional
journals and similar media, including approval and clearance
documents. (14 -l\

FILE MAINTAINED BY EXECUTIVE OFFICE: Permanent.

OTHER OFFICES: Destroy after 3 years.
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501.6

501.7

501.8
501.9

501.10

501.11
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Speeches. Official speeches by DCAA personnel, including
papers relating to requests, approvals, and clearances, and
similar documents concerning platform appearances by DCAA
personnel before Government groups, professional societies,
educational institutions, and similar groups. (/¢ -[>

FILES MAINTAINED BY EXECUTIVE OFFICE: Permanent.
e ————
OTHER OFFICES: Destroy after 3 years.

Community Relations. Documents relating to measures taken

to promote good relations between DCAA activities and local
comnunities.

ALL OFFICES: Destroy after 3 years.

Public Ceremonies. Documents relating to participation in
public ceremonies and affairs, such as parades, public
displays, fairs, celebrations, and observances of local and
national holidays and comparable events.

ALL OFFICES: Destroy after 3 years.

Charitable Programs. Documents relating to DCAA participation
in campaigns and drives of charitable organizations.

ALL OFFICES: Destroy after 3 years.

Blood Donor Program. Documents relating to DCAA participation
in blood donor programs.

ALL OFFICES: Destroy after 3 years.

Non-Government Briefings. Documents accumulated in the
process of providing briefings of the mission and functions
of DCAA to private organizations and individuals, including
representatives of foreign governments.

ALL OFFICES: Destroy after 3 years.

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to
public affairs programs.

ALL OFFICES: Destroy after 3 years.
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ALL OFTFICES: Destroy vhen supereseded, owsolete, or no longer
nceded for rcicrence, whiclever is eatvliev.

AVATLADILATY 70 'IBF DPURLIC COF DCAA TNFOMAATION AND CONUTROL OF

"FOR OFFICIAL USL G.ILY" lI\lOmu\ Jw, Relales to the protection and

controk

of notu-classified informztion excripted f{rom public disclosure

and docuxnents crecated in spocific instances of furnishing or denyiug

copies

502.1

502.2

502.3

502.4

cf specific records to the pubiic.

General. Documents rcliating to availability of DCAA
information to the public aud control of FOUO information
which, due to their general nature, cannot be logically

filed elscwhere in the 50Z series.
ALL OFFICES: Destroy after 2 years.

Policies and FProcedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on availability to the public of
DCAA information and control of FOUO information, including
copies of interim policy and procedures statements issued prior
to publication in official DCAA numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place in
inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

User Charges. Documents relating to the determination of

fees and user charges for requests from the public for
information. NOTE: Policies and Procedures regarding User
Charges should be filed in 502.2; revorts of collections

of User Charges, in 502.7.

ALL OFFICES: Destroy after 3 years.

Requests Allowed. Documents created in the process of re-

sponding to requests for which the information is provided,
including a copy of the request and the reply, as well as
other pertinent backup material.

ALL OFFICES: Destroy after 4 years.
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502.5 Regnesis Dernied. Ducuwncnt.. creaced in the process of
respontding to wnnitial requests for which the infoermation

is dented, including & copy of the reguest and the rooly,
as well as all ocher pertinent waterlial supporiing the

decision to douny the inrfoymation.
ALL OTFICES: Destroy after 10 years.

502.6  Appeals to the Divector, DCAA. All documents created in the
process of responding to administrative appeals te the
Direcctor, DCAA, for the release of information initially
denied, including a copy of the letter from the appellant,
all pertinent background information, and a copy of the
Director's decision.

OFFICE OF COUNSEL, DCAA: Destroy after 10 ycars.

502.7 Recurring Reports and Infermation Reguirements. Recurring
reporls and one~time information requirements relating to the
program of providing DCAA information to the public and
controlling FOUO information.

ALL OFFICES: Destroy after 3 years.

502.8 Reference Files. Files relating to the general field of
avallability of information and control of FOUO information
consisting of extra copies of documents which duplicate the
record copy filed elsewhere; rough drafts, notes, work papers,
and other material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

510 FILES MAINTENANCE AND DISPOSITION. Documents relating to the program
for economical and efficient management of files, files systems and
procedures, files equipment and supplies, and files disposition.

510.1 General. Documents relating to files maintenance and
disposition which, due to their general nature, cannot be
logically filed elsewhere in the 510 series.

ALL OFFICES: Destroy after 2 years.
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nuabered pelicy publicelion:

ISSULNG GIFICE: pou supersesiion or ohselescouce, Plece in
inactive file. Destroy afzer 10 vzove.

OIHER OFFLCES: Destroy when supliseded oy cancelled.

Records Control Schecdules Appreval. Records olating to
obtaining approval for disposal v receords [ren the Geacral
Accounting Office and the Natiopal Archives and Records
Service of the General Services Administrati:n.(/c_‘g)

RECORDS ADHINISTRATOR, DCAA: Upon supersessicn or obsolescence,

place in inactive {ile. Permanent.
SRR
OTHER OFFICES: Destroy when superscded or cancelled.

Records Transfer and Retirement Conlrol. Documents reflecting
the transfer of records to another agency or the retirement

of records to a Federal Records Center, such as Records
Transmittal and Receipt Forms, shipping lists, approvals

for destruction or retention of exceptional records, and
similar documents.

ALL OFFICES: Place in inactive file when all records listed
thereon have been destroyed, hold in current or inactive
files for 3 years, then destroy.

Files Equipment and Supplies. Documents relating to the
utilization of files equipment, the evaluation, selection,
and requirements for specialized equipment and supplies.

ALL OFFICES: Destroy after 3 years.

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to
files maintenance and disposition, such as the annual
summary of records holdings, reports of cleanout campaigns,
and reports of vital records holdings. (,é_é)

ALL OFFICES: Destroy after 3 years.
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TELECOTTUNICATIONS . Records relaving o che nrilizstion of teic-

commu:icaticns systems.

520.1

6]

Gsnezral. Documents relating to relecommunication
due to their general nature, camot be logiralliy
elsewhere in the 520 series.(ﬁl_,1)

ALL C¥FLCLS: Destroy after 2 years.

Policies and Procedures. Docuwdnts relating to the develop-
ment, preparation, issuance, and interpretation of dircciaves
or regulatory instructions on telecowmunications matters,
including copies of interim policy and procedures stavenentsa
issued prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE:
in inactive file.

Upon supersession or obsolescence, place
Destroy after 10 yecars.

OTIIER OFFICES: Destroy when superseded or cancelled.

520.3 Teletype and Teletypewriter. Documents reflecting evaluvation,
leasing, usage, controls, reports and procedures relative
to teletype and teletypewriter services.

ALL OFFICES: Destroy when superseded, obsolete, no longer

needed for reference, or after 2 years, as appropriate.
520.4 Telephones and Interphones. Documents relating to location,
usage, installation, and service for telephones and intervr-
phones.

ALL OFFICES: Destroy when superseded, obsolete, or after
1 year, as appropriate.
520.5 Telephone Toll Call Records. Documents relating to authorized,
official toll and long distance telephone calls, including
reports of such usage.

ALL OFFICES: Destroy after 3 months or upon completion of
any required action, whichever is later.
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© ALL OFFICES: Destroy after 3 years.

520.8 Reference Files. Tiles relsting tn the general field of
telecommunications consisting of extra copies of documeni:.
which duplicate the record copy filed clsewhere; rough
drafes, notes, work papers, and other martrerial being
held for refercuce.

ALY, OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference,; whichever is earlier.

OFFICE MACHINLS. Relates to the study of office machines and word
processing systems, EXCLUDING Automated Data Processing, the selection
and adoption of those best suited to DCAA operations, usage and
controls.

530.1 General. Documents relating to office machines which, due
to their general nature, cannot be logically filed elsewhere
in the 530 series.

ALL OFFICES: Destroy after 2 years.

530.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on office machines, including
copies of interim policy and procedures statements issued
prior to publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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ALL COFFICES: Dastroy 4 yoors afcer conpiiiiog of evaluavion.

530.4 Recuyrring Reports and Inlorration

reperes and one-time IMTormisiion
office machines.

ALL OFFICES: Destroy after 3 years.

530.5 Reference Files. Files relatioy to the genercal tield of
office machines consisting 0L exti. coples of vocuwrernis whack
duplicate the record copy filed eluevhare; roual drafts, notes
vorkpapers, and other material being held for reference.

ALL OFFICES: Destroy when superscded, obsolete, or mo
longer needed for reference, whichever is carlier.

PUBLICATIONS. Relates to the management and administration of tha

DCAA Publications System.

540.1 General. Documents relating to publications management and
administration which, due to their gencral nature, cannot be
logically filed elsewhere in the 540 series./yj_zj

ALL OFFICES: Destroy after 2 years.

540.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on publications, including copies
of interim policy and procedures statements issued prior to
publication in official DCAA numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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Official Publications Record Set. A record copy of

each numbered regulation, manual, instruction, pamphlet, and
handbook, and a copy of each change thereto, authenticated

at Headquarters, DCAA or Regional Headquarters. Included

in the file will be background papers relating to the
publication that provide a basis for the issuance and documents
reflecting all coordination. EXCLUDED are such papers re-
tained by the proponent of the publication under the Policies
and Procedures series for each subfunction. (]3 \)(Vd /)(/6 /)

PUBLICATIONS CONTROL OFFICERS: Cut off file at end of fiscal

year. Retain in current or inactive files for 2 years.
Retire to Federal Records Center.

HEADQUARTERS, DCAA: Permanent.
SRR
REGIONAL HEADQUARTERS: Destroy after 20 years.

Publications Coordination Files. Documents retained by

offices showing concurrences, nonconcurrences, and other
pertinent comments relating to proposed publications for
which another office has primary responsibility as the issuing

office. Issuing Offices will use the Policy and Procedures
series for the related subfunction.

ALL OFFICES: Destroy after 1 year.

Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements relating to
publications.

ALL OFFICES: Destroy after 3 years.

Implementation of DoD Issuances (HQ, DCAA, ONLY). Documents
reflecting the complete history of all actions taken by

DCAA in the implementation or non-implementation of DoD
Directives/Instructions, such as coordination actions on
proposed issuances; comments on proposed issuances; published
issuances and changes thereto; and all communications con-
cerning implementation or non-implementation by DCAA.

PUBLICATIONS CONTROL OFFIC Retain indefinitely in current
files area) G o7 7‘ Zot v A

Reference Files. Files relating to the general field of
directives publications consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough drafts,
notes, work papers, and other material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier.
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logieally filed elsevherce in the D470 serice,

ALL OPFICTS: Dostioy afrev 2 vears.
541.2 Policins and Procedurcs. Doucuvtents reloling to vic Aevelaop-

e
ment, preparvation, issuance, ond intevpretaction of diyzcciver
or regulatory instructions on periodicaliz, includinz coupios
of interim policy ond procedures statemencs issued prior o
publication in ofiicial DCAA numbered policy publicacions,

ISSUTNG OFTFICE: TUpon supers
in dinactive file. Destroy a

agicn or cbsolescence, place
ter L0 vcars.

OTHER OLFTICES: Destroy when superseded o1 cancelled.

541.3 Perdiodicals Record Set. A record copy of each issue of cach
periodical issued by lleadquarteve, DCAA, or a Regional
lleadquarters. (/#-/) (/é—()

{éa HEADQUARTERS, DCAA: Permanent,
REGIOKAL HEADQUARTERS: Destroy after 20 years.

541.4 Periodical Background Material. Items submitted for publishing
in the periodical.

ISSUING OFFICE: Destroy after 3 years.
SUBMITTING OFFICES: Destroy after 1 year.
541.5 Recurring Reports and Information Requirements. Recurring

reports and one~time information requirements relating to
periodicals, including review and approval forms.

ALL OFFICES: Destroy after 3 years.

541.6 Reference Files. Files relating to the general field of
periodicals consisting of extra copies of documents which
duplicate the record copy elsewhere; rough drafts, notes,
work papers, and other material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier.
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545.3
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nLLn" and doscraibaticn functions.

Genevral. Docurcnts relatiagr teo printing and div-ribucdion
which, dee to rhoir geaceral vature, cannot be Ilooi ally Titad
elsevhere in the 545 gerzo... (|3,})

ALL OYFICHS: Destrpoy alter 2 years,

Tolicies and Procedurcs. Documents relaving to the develop
ment, preparalion, issuance, and Lnverpreilation ol dir
or regulatory instructions on printing and discvcibutiorn,
including copies of interim policy and procedures statements
issued pricr to publication ia official DCAA numbered policy
publications.

ISCUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Manuscripts and Art Work. Documents returned by the printer

such as manuscripts, copies of publications and printer’s
galley proofs, photographs, drawings, maps, charts, and other
art work prepared for illustrations in publications.

PRINTING AND DISTRTBUTION CONTROL OFFICE: Destrov upon
printing and distribution of the publication, EXCEPT that
those documents which would have continuing value for use
in later revisions, related publications, or reuse in the
event of reprinting will be destroyed when obsolete.

Accountable Publications Receipt and Issue Records. Receipt
cards or other forms showing the receipt or issuance of

accountable publications, e.g., Defense Contract Audit Manual,
which are subject to special control.

CONTROL OFFICE: Retain in current files and destroy when
the related accountable publication is destroyed.

Accountable Forms Receipt and Issue Records. Receipt cards
or other blank forms showing the receipt or issuance of blank
accountable forms which are subject to special control by
reason of monetary value of the form, such as transportation
requests and transportation request identification cards.

CONTROL OFFICE: Retain in current files for 2 years, then
destroy.
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DISTRIRLYION OFLLCE:  Bestrov vien supuleded or abislote,
except that documents vequesting chauzes may he qeourays
upon coppletien of posting to the currveat distvibui.on listin,
545.7 Publications and Blank Forms Stock Records. Control record
ma intained to ernsure maintenance of stochs on hand tu mect
requircments.,

'8

DISTRIBUTION OFTICE: Destroy after card or listing s
filled, or upon =upersession, recision, or obsolescence of
items indicated thesreon, whichever is euarlier.

545.8 Publications and Blank Forms Supply Files. Requisitions,
requaests, shipping orders, transfer requests, and related
documents accumulated from the process of requisitioning
publications and blank forms from the source of supply or
the filling of requisitions from stocks on hand.

ALL OFFICES: Destroy after requisition is filled.

545.9 Printing and Duplicating Requisitions. Work orders, cost
recozds, and requisitions for printing services and duplica-
ting work outside DCAA offices. (|3,7)

CONTROL OFF1CES: Destroy after 2 years.
OTHER OFFICES: Destroy when work is completed.
545.10 Recurring Reports and Information Requiremehts. Recurring

reports and one-time information requirements relating to
printing and distribution.

ALL OFFICES: Destroy after 3 years.

545.11 Reference Files. Files relating to the general field of
printing and distribution consisting of extra copies of
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier.
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ALL OFTICES: Destroy aiter 2 viers.

PnTiricH and Prozedives,. Doraroein re

rnent, prepa rstlow. , 2ol dntory direc
or regulcioly dnstructions on cudso-vige: e, lncluding
copies of interim pcllcy and [ rocedured nencs issued
prior to publication in offscio? BCAA Luedored policy

publications

ISSUING OFFICE: Upon superscssicn of cuaclegcence, place
in inactive file. Destroy after 10 yesrs.

OTHER OFTF1CES: Destroy when superseded or cancclled.
Audio-Visual Aids Csse TFiles. ERecords relatiug to specifica-

tions, requisitions, and related wmzatericd for graphics, art
work, visual aids, aad similar technical! material.

ALL OFFICES: Destroy after 3 years.

Recurring Reports and Information Requirements. Recurring
reports and one-time information requireicents relating to
audio-visual aids.

ALL OFFICES: Destroy after 3 years.

Technical Material Reference. FExtra copies of motion
pictures, sound recordings, still photographs, maps, and
similar materials maintained for reference purposes.

ALL OFFICES: Destroy when superseded, obsoclete, or no longer
needed for reference, EXCEPT that accountable reusable
material will be returned to the source of supply.

Reference Files. Files relating to the general field of
audio-visual aids consisting of extra copies of documents
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held
for reference.

ALL. OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier.
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560 FORMS. Documents relating to forms management for controlling
use, standardization, construction, number, and distribution.

560.1 General. Documents relating to forms which, due to
their general nature, cannot be logically filed elsewhere
in the 560 series.

ALL OFFICES: Destroy after 2 years.

560.2 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives
or regulatory instructions on forms, including copiles of
interim policy and procedures statements issued prior to
publication in official DCAA numbered policy publications.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
560.3 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements relating to
forms management.

ALL OFFICES: Destroy after 3 years.

560.4 Forms Management Case Files. Documents accumulated in
offices having authority to approve forms, control during
existence, and revision or recision of a specific form.
Included are requests for approval of forms, justification,

<:/ coordination papers, instructions governing use, and a

é copy of each edition of the form. f/é_ ,/)

FORMS CONTROL OFFICERS: Transfer to inactive file when
superseded or cancelled.

HEADQUARTERS, DCAA: Permanent.
REGIONAL HEADQUARTERS: Destroy after 20 years.

560.5 Non-DCAA Forms Case Files. Documents accumulated regarding
forms used within DCAA but approved and issued by other
agencies. Included are copies of forms, instructions
governing use, and coordination papers.

FORMS CONTROL OFFICERS: Destroy when form is superseded
or cancelled.
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the office, teogetner wich i L noCT
inception and scope of the form, the 1 2 y Lie
form, and refarences to relailed procedurcs institolic’,
revised, supcroeded, or cancelled. This fito is wainceined

by indavidual oflices to control forms dnctituted hv Llc
office and to assist the office in actiors such as deiterninirg
whether new forms chould be consclidated or replaced Ly

other forms, cte. NOTE: The Official ERecord Fille is
maintained by the I'orms Control Officer undevr 560.4.

ALL OFFICES: Destroy when form is cancelled.

Reference Files., Files relating to the general field of

forms consisting of extra copies of documents which dupli-
cate the record copy filed elsewhere; rough drafts, notes,
work papers, and other material being held for reference.

ALL OFFICLS: Destroy vhen superseded, obsolete, or no
longer needed for reference, whichever is earlier.

RECURRING RFPORTS AND INFORMATION REQUTREMENTS. Relates to the

management of the reports management program vhich is designed to
control reports; provide that reports are adequate, necessary,
accurate, and timely; eliminate unmecessary reports; and standardize
necessary related materials and procedures.

565.1

565.2

General. Documents relating to reports and informatiom

requirements management which, due to their general nature,
cannot be logically filed elsewhere in the 565 series.

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the develop-

ment, preparation, issuance, and interpretation of directives
or regulatory instructions on reports and information
requirenents, including copies of interim policy and pro-
cedures statements issued prior to publication in official
DCAA numbered policy publicatiomns.

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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INFOEMATTON w\FfC“”‘“% CONTROL OFFICER:  Upou cance’l! "L
of report, place in inactive file. Destroy 3 years oiftoee
cancellation.

565.4 Reports Cortrvol Symbol Recister. A register used to contrel

the assigmeent of reports control symbols and numbers.

INFOLMATION MANAGEMENT CONTROL GFFICER: Destroy register or
ipdividual pages whan all scporlc listed thereon ha«i besn
cancelled.

565.5 Recurring Reports and Information Requiremenis. Recurring
reports and one~time information requirements relating to
reports management, such as cost estimates for reports,
reduction in information requirements, and similar in-
formation.

ALL OFFICES: Destroy after 3 years.

565.6 Reference Files. Files relating to the general fisld of
reports and information requirements consisting of extra
copies of documents which duplicate the record copy filed
elsewhere; rough drafts, notes, work papers, and other
material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier.

570 CORRESPONDENCE. Documents relating to correspondence management
and the application of management techniques to correspondence
practices to increase efficiency, improve the quality of appecarance
and content, and to reduce costs.

570.1 General. Documents relating to correspondence which,
due to their general nature, cannot be logically filed
elsewhere in the 570 series.

ALL OFFICES: Destroy after 2 years.
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operations, including receiving,
bution, delivery, control,

575.1 General.
ALL OFFICES:
575.2 Policies and Procedures.

570.2  Policins ood Yrovecey Pocrae o el oy e Lo
wonk, pPrLoeprration, Leoo oo, ond Coier it Lo D1 asaer B
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coples of wterin policy :o0d proo . 'uzas c10 7 we0ts nssved
prior to pubilteation It orfdcisd Lo no o o nsloow pus-
iicatious.

TSSUTING OWFIck: Upon gUpITLossSILl oY 0use ! tlceewce, plece
in inaciive File. Descroy afrer 10 vears.
OTHER CTFICES: Destroy when supceroided ov cnrneclled.

570.3 Recurring Peports and Irnformatiny Nocairensn.s,  Recurring
reports znd cne~time in’orration vonirsucsty roluting
to correspondence manageient.

ALL OFFICES: Dastrey cfter 2 yoours,

570.4 Refercnce Files. Files relating to the geneval field of
correspondence management consisting of excia copies of
documents which duplicate the record copy filed elsewhere;

N 3
rough drafts, notes, work papers, and othcr matevial bedng
held for reference.

ALL OFFICES: Destroy when superccded, obsolete, or no
longer needed for reference, whichever is earlier

MAIL. Documents relating to mail mauagement and mail processing

sorting, opening, distri-

pichup, and dispatch.

routing,

Documents relating to mail management and
operations which, due to their general nature, cannot be
logically filed elsewhere in the 575 scries. (/2—1)

Destroy after 2 years.

s“ ]

Documents relating to the develop-

ment, preparation,

issuance, and interpretation of directives

or regulatory instructions on mail,

including copies of

interim policy
publication in

ISSUING OFFICE:

in inactive fi

OTHER OFFICES:

and procedures statements issued prior to
official DCAA numbered policy publicatioms.

Upon supersession or obsolescence, place

le. Destroy after 10 years.

Destroy when superseded or cancelled.
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ALL OFFICES: Descroy when no Jouscs needed for control
Q

Postal Directory, Documonts utilized in mail roesms in
maincaining a locator svs t i

to individuals, such as locato

or transfer orders; and simila

o frellitate delivery of mail
iy

a
cepias of assigument

ALL OFFICES: TDestroy % mouths alter departure of
individuals.

Accountable Mail Control. Records relating to the
accountting, receipting for, and dispatch of registe
certified, or numbered insured mail. (/2-5)

ALL OFFICES: Destroy after 1 year, EXCEPT when a classified
document receipt is not available to establish proof of
receipt of a classified document which was transmitted by
registered or certified mail, in which case the Accountable
Mail record will be retained with the Classified Document
Receipt and/or Tracer files.

Routine Mail Control. Documents relating to the control

of incoming and outgoing mail including routing and suspense
slips, delivery receipts, record of messenger trips, and
similar documents maintained by mail rooms. (|1_-é a)

ALL OFFICES: Destroy after 1 year.

Recurring Reperts and Information Requirements. Recurring

reports and one-time information requirements relating to
mail management and operations.

ALL OFFICES: Destroy after 3 years.

Lost and Rifled Mail. Records relating to and reporting of

the loss or rifling of mail. (/2-5F)

ALL OFFICES: Destroy after 1 year.
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General. Documents reloting to ADD mana

which, due to their general nature, cann
filed elsevhere in the 5920 series.

ALY, OFFICES: Destroy after 2 years.

Policies and Procedures. Documenls relating to the develop-
ment, preparation, issuance, and incerpretation of directive
or regulatory instructions on ADP, including inverim policy
and procedures statements issued priol to publication In
official DCAA numbered policy publications.

1SSUING OFFICE: Upcon supersession or obsolescence, place in
inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

ADP Planning and Program Management. Documentation reflecting
the management and determination of the Agency's ADP rcsources
and requirements, including records relating Lo overall
objectives, plans, and concepts governing management and
utilization .of ADP within DCAA.

HEADQUARTERS, DCAA: Destroy after 10 years.
REGIONAL HEADQUARTERS: Destroy after 5 years.

ADP Systems Development and Evaluation. Records relating to

correspondence, reports, studies, and related records con-
cerning the study, selection, adoption, exploitation, and
integration of ADP systems in DCAA operationms.

HEADQUARTERS, DCAA: Destroy after 10 years.

REGIONAL HEADQUARTERS: Destroy after 5 years.
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ALL OFTICES: Destroy after 3 years.

data Standavdizetzion, DNocvrcwis relaving to the potlcics

&

v
w

procedurcs, and achicns reguacid 2 dmpocw-nt thoe Tzlicizo

Standerdizoiion Trograw in ccordinaitton with the Federsl

Standaraization Program ol G54 znd other Covernmeni sgencics.

ALL OFFICES: Destroy when supevseded. ohsolete, or e longes
needed for reference, whichever is carlier.

ADP Svstems Implementation. Documints accamulated in the
process of implementing approved ADP systems, incluaing
coordination actions, orientaticn and training, dicsopination
of information, review of proposals for ccquisition, progress
reporting, Teasibility studies, application studies, and
monitorship of test applications. :

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Destroy
after 10 years.

REGIONAL HEADQUARTERS OFFICLE OF PRIMARY RESPONSIBILITY:
Destroy after 5 years.

OTHER OFFICES: Destroy when superseded, obsolete, or no
longer needed for reference, whichever is earlier.

Management Information Systems (MIS) Projects. Project

files containing requests, specifications, cost estimates,

and other documents relating to computer programs which

are developed to meet a specific information requirement using
data maintained in the MIS. Outputs produced by such programs
will be filed under the appropriate secondary function.

ALL OFFICES: Destroy after 10 years.

Automated Personnel Inventory System (APIS) Program Projects.
Project files containing requests, specifications, cost esti-
mates, and other documents relating to computer programs

which are developed to meet a specific information require-
ment using data maintained in the APIS. Outputs produced

by such programs will be filed under the appropriate secondary
function.

ALL OFFICES: Destroy after 10 years.
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ALL OYPFICES: Dearroy when superseded, o
needed for reference, whichever is carli
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700  AUDIT MANACEMENT. This secondary £ile saeries containe records that
are common to all offices perfiorming axr avcit function.

700.1  General. Documents relating to aundit marnagriment maiteus
wnich, duve to their gencral natuve, cannot be logically
filed elsewhere in the 700-704 series.

ALL OFFICES: Destroy after 3 years.

700.2 Recurring Reports. Recurring reports relating to audit
management such as the Audit Program Reporting System
and the Summary Report of Audit Operations, whether

’;L prepared for non-DCAA use or for internal management

purposes.
HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Permanent.

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY:
Destroy after 20 years.

OTHER OFFICES: Destroy when no longer needed for reference.

700.3 One-Time Information Requirements. One-time requests for
information relating to audit matters, whether prepared
for DCAA or other Government use, EXCLUDING requests from
the general public, see 502.

HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Destroy
after 20 years.

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY:
Destroy after 10 years.

OTHER OFFICES: Destroy when no longer needed for reference.
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NOTE:  See 540.5 fon DUAA publicaicions.

ALL OTFLCES: Dectroy after 3 veave.

Poct Revicew of Technical Instyuctices.  Recovds relatiog
to the review of Headquartiers corvespendence and regional
instructicnal material to aszsuve conformance Wit
audicv policy, and to determine possible ueed for new ox
revised guidanceo.

ALT, OTFICLES: Destroy after 3 years.

Seminars and Conferences. Records relating to the prepara-
tion, development and conduct of scminars, conferences, and
similar meetings which cover teclinical audit areas. Also
includes records relating to attendance at such meetings

if not appropriate for filing under a specific file series.

ALl, OFFICES: Destroy after 3 years.

Indoctrination and Training. Records relating to means

of providing indoctrination and improvement of audit in
technical areas, including records of on-site and wvritten
assistance, evaluations of field performance and justifica-
tion for in-depth reviews, i1f required. Also includes
records relating to individual employee participation in
Defense Contract Audit Institute activities, if not appro-
priate for filing in 321-322.

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 3 years.

Committec Representation. Records relating to representation
and participation in groups specifically involved in audit
matters, EXCLUDING records accumulated by offices primarily
responsible for activities relating to the Cost Accounting
Standards Board (see 702.4) and Standing Part 2, Section XV,
ASPR Subcommittee (see 704).

CHAIRMEN: Permanent.

INDIVIDUAL MEMBERS: Destroy 5 years after termination of
participation.
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ALL GFFLOTS:  Lest:c vhen supovsceded, obsolete, or no

-

Tonger nze:ced Zoy vofcrence, whichever is earlier.

701 POLICIHS AwD GUIDWEIE. Recovds relatinp to the formulation of audit
policy and operaiiag procedurcs and the furnishing of direction
and technical guidance for the perlormance of contract audits.

701.1

701.2

701.3

Ceneral. Records velating te policies and guldance which,
due to theoir general nature, cunnot be logically filed
elsewherc in the 701 series.

ALT, OFFICES: Destroy after 3 ycars.

DCAA Policy File. This file will contain a copy of those
letters, meworandums, and other documents of continuing

value, to or from higher authority, lateral or subordinate
elements of DoD or other Government agencies, and industry

or professional groups, which contain adequate and authentic
evidence of the organization and policies of DCAA; its
administrative developmcnt; the evolution of its organizationl
structure; and its audit policies.

OFFICE OF DEPUTY FOR AUDIT MANAGEMENT, HQ, DCAA: Retain

in current files area indefinitelz,‘ézg'/427/ e D 4
FAE.

Policy Formulation. Documents relating to the development,
preparation, issuance, and interpretation of directives

or regulatory instructions on contract audit, including
copies of inverim policy statements issued prior to
publication in official DCAA numbered policy publications.

HEADQUARTERS ISSUING OFFICE: Permanent.
REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy after 20 years.

OTHER OFFICES: Destroy when superseded or cancelled.
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7014 Aud i Guidance.  Docwnentu relatooz te the divoelor oo,
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HEADGUARTELTS LSSUINC OWVICE:  Pevi.acent.
SRR

WWGETONAL HEADQUARTERS ISLUTNG OPIICE:  Desitoy afcer
20 vears.

OTHER OQ¥FICES: Desgtrvoy when sanciscdad or concell
701.5 Technical Data Bapnk. Records accumalated covering
opinions, decisions, and dete:miniltions on the allcouwability

of contract costs, including pertincent casc files on
contractors, an index of all mezterial in the data ban',
and related documents.

OFYICE OF TIIE DEPUTY FOR AUDIT MAMAGEMENT ; tain 1in
current files area indefinitely) (,/ﬂ//ﬂ/ W"”%/ A,

70.16 Testimony Before Judicial or Quasi-Judicial Bodies. Recerds
relating to procurement watters iuvolving contract audirt
on which hearings are held hefore judicial or quasi-
judicial bodies, including records of preparation of
testimony and other assistance to field perscnnel.

ALL OFFICES: Destroy after 6 years.

SPECIAL PROJECTS. Relates to research and studies involving
Advanced Audit Techniques, Special Audits, and Cost Accounting
Standards.

702.1 General. Records relating to special projects which, due
to their general nature, cannot be logically filed else-
where in the 702 series.

ALL OFFICES: Destroy after 3 years.

702.2 Advanced Audit Techniques. Records relating to the conducting
of research and studies into pertinent scientific, business,
and professional accounting developments to ascertain
methods and techniques which can be used to enhance the

/j;/r effectiveness of contract audit, such as Statistical Sampling,

Improvement Curve, and Regression Analysis.
HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY: Permanent,

REGIONAL HEADQUARTERS OFFICE OF PRIMARY RESPONSIBILITY:
Destroy after 20 years.
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HEADQUAKTERS OFFICE OF PRIMADY RESPONSTLILLITY : Pceiraucni-
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REGIONAL BLADQUARTERS OFFICE OF PRIMARY RUSPOISIBILITY:
Descroy afver 20 yeairs.

702.4 Cost Accounting Stauncards. Records accumuleted by offlices
having primary responsibility for DCAA actions related to
the implewentation of rules and regulations of the Ceost
Accounting Standards Board (CASB).

702.40 Review and Analysis of Material Published by CA3B.

ALL OFFICES: Destroy after 3 years.

702.41 Guidance for DCAA Auditors Regarding CAS.

fr HEADQUARTERS ISSUING OFFICE: Perwanent.
/
l REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy

after 20 years.

OTHER OFFICES: Destroy when superseded or
cancelled.

702.42  Briefing and Training Regarding CAS.

ALL OFFICES: Destroy when superseded, obsolete,
no longer needed for reference, or after 3 years.

702.43  Field Requests for Information Regarding CAS.

ALL OFFICES: Destroy after 10 vyears.

702.44 Comments on Matters Referred by CASB and Staff.

ALL OFFICES: Destroy after 10 years.

702.45  Coordination of CAS Activity in DoD.

ALL OFFICES Destroy after 5 years.
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702.46 Liaison With ASPR Section XV, Part 2 Subcommittee
Regarding CAS.

ALL OFFICES: Destroy after 5 years.

702.47 Assistance to Government Member of CASB.

HEADQUARTERS: Destroy after 20 years.

702.48 ASPR Subcommittee on CAS.

HEADQUARTERS: Destroy after 20 years.

703 OPERATIONS MANAGEMENT AND SUPERVISION. Records relating to the
management and supervision of contract audits performed by Field
Audit Offices.

703.1 General. Documents relating to the operations management
supervision which, due to their general nature, cannot
be logically filed elsewhere in the 703 series.

ALL OFFICES: Destroy after 3 years.

703.2 Operations Evaluation. Records relating to evaluation of
audit operations, including overall evaluation; manpower
and workload evaluation; staffing of offices; organization
and management; activation and deactivation of offices;
evaluation of audit plans and audit performance statistics;
and monitoring of evaluation of data submitted by Regions
and FAOs.

ALL OFFICES: Destroy after 5 years.

703.3 Operations Management. Case or project files relating to
the management and supervision of overall audit operations
in DCAA, including records relating to financial capability,
audit assistance and interface with DoD and other activities
for which DCAA performs contract audit, review and evaluation
of summary reports, access to records, C/SCSC effort,
GOCO facilities, SPANS, TACT, and similar programs.

ALL OFFICES: Destroy 10 years after supersession or
obsolescence.
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Technical Audit Programs. Case or project files relating
to the management and supervision of specific technical
audit programs, such as IR&D-B&P, proposal evaluations,
contractor estimating system reviews, defective pricing,
tri-service negotiations, progress payments, Should Cost
studies, university audits, terminations, and similar
technical audit programs.

ALL OFFICES: Destroy after 10 years.

704 STANDING PART 2, SECTION XV, ASPR SUBCOMMITTEE.

/?

704.1

&

Case Files. Records accumulated by the Chairman of the

ASPR Section XV, Part 2 Subcommittee which is charged
with the responsibility for cost principles and changes
thereto.

CHAIRMAN: Permanent.
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AUDIT SERVICES. These file series have been created exclusively

for the use of Field Audit Offices (FAO), and document the primary
mission or function of the FAO, and include Contract Audit Admin-
istration (760), The Permanent File (761), Contract Audit Case
Files (762), and Other Audit Services (763). FAO's will use, as
required, files series listed in the primary functions 100

through 500 for all other records accumulated by the FAO.

NOTES REGARDING THESE FILES:

1.

2.

DISPOSAL. STANDARDS listed herein are ultimate destruction dates

based on the value of and need for the records.

CUTOFF OF FILES. Cutoff of files means the cutting off point

for making another file folder. The purpose is to separate
older file material from new, more active material. This should
be done at regularly designated periods of time, such as each
fiscal or calendar year, during the records clean-out campaign,
or after a specific action. As an example, a file which
generates an inch or more of paper in a year, would probably

be broken into separate folders every year at the same time;
when material is generated faster, a file may be broken quarterly;
when material is generated more slowly, a file may be broken
every two years. The records management program can be made
easier by designating and adhering to specific cutoff dates for
each category of record in the file station. Cutoff standards
have not been included in the disposition standards for the
760-763 series; however, each FAO shall designate a specific
cutoff standard for each file series.

HOLDING PERIODS AFTER CUTOFF. Holding periods between cutoff
date and retirement date have not been designated for the
760-763 series. This decision must be based on sound records
management practices of efficiency, economy, and frequency of
reference. Each FAO shall designate a specific holding standard
for each file series.

RETIREMENT TO FEDERAL RECORDS CENTERS. Cutoff records should be
retired to the FRC when reference activity has diminished to

the point that such retirement would be economical and efficient.
Specific retirement standards have not been designated for the
760-763 series; however, each FAO shall establish a specific
retirement standard for each file series. It should be noted
that records having a retention period of 3 years or less should
be retained by the FAO until date of destruction.
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SF 135, Item 13: For each partizl reotlvement, wutoer pyio:s
access icn numbers related to the case file.
S¥ 135, Item l4: Enter the citation (number, title, iwd dite)
of this Manual at the top of the coluwm on the ST 13% apa oll
continuation sheets. Aligned with each entry in Item 1), enter
in Item 14 "CONTINGENT."
Upon final settlement of the contract and the retirenent of
the last records relating to the contract, enter the date and
year of destruction in Item 14; in Ttem 13, last all prior
accession numbers related to the contract; nctify the FRC c¢f
the destruction date for all prior partial retirements rclated
to the contract. ‘
See Chapter 4, Appendix B, for instructions and cxamples for
SF 135's.
DEFINITIONS :
1. Final Settlement of Cost-Type Contracts as used herein includes,
as applicable, settlement of all items specifically excepted
in the final release, and the satisfaction of all assignments
of interest executed by the contractor as condivions precedont
to the payment of the completion voucher under a completed contract.
2. Final Settlement of Fixed-Price Contracts containing price

redetermination, escalation, or partial payment provisions means
payment for the final delivery under a complete contract or
payment of the final termination claim under a terminated
contract.
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FILES ARRANGEMENT AND NUMBERING SYSTEM:

1.

Series 762 and 763 have been aligned with the Management
Information System (MIS) numbering system. Subject files are
identified by the number following the decimal which coincides
with either the activity or subactivity code of MIS. (NOTE:
Series 760.4 shall be used for reports made under MIS.)

Arrangement of files and further subdivisions not otherwise
prescribed herein shall be as determined by the FAO; however,
all file folders shall carry the four-digit file series number
prescribed herein as identification for disposal standards.

760 CONTRACT AUDIT ADMINISTRATION. Records relating to the administra-

tion of the FAO._

760.1 General. Documentsrelating to audit services which, due to

their general nature, cannot be logically filed elsewhere
in the 760-763 series.

FAO: Destroy after 3 years.

760.2 Scheduling. Records relating to the planning and scheduling
of audit services, including identification of areas requiring

priority action.

FAO: Destroy after 3 years.

760.3 Audit Guidance Memorandums. Copies of audit guidance memo-

randums received from Headquarters, DCAA, or Regional
Headquarters. Audit guidance memorandums should be filed
according to the chapter or appendix in DCAM 7640.1 to
which they relate: 3

760.30 Relate to several chapters (should be cross-filed)
760.31 Chapter 1

760.32 Chapter 1II, continuing through final chapter
760.3A Appendix A

760.3B Appendix B, continuing through final appendix

FAO: Destroy when superseded, obsolete, or no longer needed
for reference, whichever is earlier.

760.4 Recurring Reports and Information Requirements. Recurring

reports and one-time information requirements related to
audit services not otherwise identified in 760-763.

FAO: Destroy after 3 years.
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760.5 Reference Files. Records relating to the general field of
audit services consisting of extra copies of documents which
duplicate the official record copy filed elsewhere; rough
drafts, notes, and other material being held for reference.

FAO: Destroy when superseded, obsolete, or no longer needed
for reference, whichever is earlier.

THE PERMANENT FILE. These contractor background records are those

referred to as "the permanent file."

761.1 Contractor Correspondence. Correspondence of a general
nature or relating to several contracts.

FAO: Working file. Keep current. Upon final settlement of
last contract held by the contractor or deactivation of the
FAO, retire to FRC, hold 6 years, then destroy.

761.2 Contractor Background. This file provides basic information
to new staff members, supervisory personnel, and others
as to a contractor's current policies, organization, operating
procedures, resources, capability, and similar information.
Such records are maintained on a current basis by updating
the file as additional information is obtained as a result
of any audit effort and may contain duplicates of official
record copies filed elsewhere. Includes copies of items such
as summary reports and disclosure statements.

FAO: Working file. Keep current. Upon final settlement
of last contract held by the contractor or deactivation of
the FAO, retire to FRC, hold 6 years, then destroy.

CONTRACT AUDIT CASE FILES. Subject files are identified by the number

following the decimal which coincides with either the activity or
subactivity code of the MIS. (NOTE: These files are not to be used
for reports made under MIS - see 760.4.)

762.01 Contract Correspondence. Correspondence relating to the
specific contract covered by the case file.

FAO: Destroy correspondence of continuing interest and value
6 years after final settlement of claims and final audit
action on the related contract. Transfer to 76l1.1 or destroy
when no longer needed for reference, correspondence having

no continuing interest or value.
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762.04

762.1
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Contracts. gopies of contracts used in performing contract

audits.

FAQO: When copies of contracts are readily available from the
office of record or another appropriate source, copies of
contracts may be disposed of immediately after extraction of
the data required for the contract brief card. Classified
contracts shall be returned to the office of record or disposed
of in accordance with DCAAM 5205.1. Copies of contracts

shall not be retired to Federal Records Centers.

Contract Brief Card. Cards containing data extracted from the

contract (DCAA Form 7640-2).

FAO: Destroy 6 years after final settlement of claims and
final audit action on the related contract.

Public Vouchers. Auditor's copy of the public voucher used

for processing and the copy of the paid voucher received
from the finance office.

762.041 Auditor's copy
762.042 Paid Copy

FAO: Only the copy of the final voucher shall be retired
to the FRC as part of a settled case file. Retention and
disposition of other copies is at the discretion of the FAO
chief.

Incurred Costs. Records relating to the audit and review of

costs which have been incurred or the appraisal of the
contractor's operations and procedures which either contribute
to, or have an impact on, costs charged to or expected to be
charged to Government contracts.

762.11 Performance and Financial Controls
762.12 Materials and Services

762.13 Labor

762.14 Indirect Expenses

762.15 Other Reviews

762.16 All Inclusive Audits

762.17 Special Audits

762.19 Negotiation Memorandums

FAO: Destroy 6 years after final settlement of claims and
final audit action on the related contract.
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FAO: Destroy 6 years after {inal settlemant of
claims and final audit action on the related
contract.

762.440 CAS Disclosure Statements and Rcvisions. Records
related to the review of a contractor's inicial and
revised disclosure statements to determine adequacy.

FAO: Destroy 3 years after supersession or
obsolescence.

762.442 CAS Compliance Reviews. Records related to reviewing
contractor's disclosed practices to determine if such
practices are in compliance with CAS and ASPR.

FAO: Destroy 6 years after final settlement of
claims and final audit action on the related contract.

762.443 CAS Price Adjustment Reviews. Records related to
review, report preparation, and resolution of price
adjustment proposals to comply with new Cost
Accounting Standards or from voluntary changes to
existing cost accounting practices or contractor's
failure to comply with applicable Cost Accounting
Standards.

FAO: Destroy 6 years after final settlement of claims
and final audit action on the related contract.
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Procurcment Liaicon. Recorde acomwlntad by

Liaisen Audicors providing advisory avolice services o
procurenenc and conlract a2cmnistratclon o{Zicers.

FAO: Drstroy after 3 years.

Coutract Audit Cenvdination (CAC) Corfes ey Rﬂ:nlfs
relating to periodic confevences of cegonirant avdivers of

multi-divisional contractors. iucluding plens for tl
conference, agenda, list of p31t1c1pant~, minutes,
of presentations and discussions, and

rauscripts
elated documents.

FAO: Destroy aftew 3 years.

CAC Case Fliles. Records relating to CAC cases which consist

of problems coming to the attention of thc coordinator for
resolution under the CAC Program and studies undertaken
under the monitorship of the coordinater, the scope of which
is companywide or affects moic than one location, such as
access to records, problems which cannot be resolved locally,
and problems that require uniform action at the contract
administration or corporate headquarters level.

FAO: Destroy 6 years after Advice of CAC Case Resolution
is prepared.

GAO Activity. Records relating to developing information

and comments on GAO reports, including letter reports issued
by GAO Headquarters and GAO Regional Offices, including
records relating to discussions and conferences with GAO
personnel and with DCAA, contractor, or procurement offlicials
on GAO matters.

FAO: Destroy after 6 years.

Summary Reports. Records relating to the preparation of

summary reports, including a copy of the report.

FAO: Upon supersession, transfer to 761.2 and dispose
accordingly.
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Syecial Projccets and Studics. Records rclated to technical
audL; projecis and studics foraa ilv approved by leadguarters,
2AA, or Regicnal leadgeztiers wnich are cbove and bevoad

Lho normal audic mission and Jdo not directly benefit the
audrt of ihie contractor involwved.

¥AOT  Restroy aflter 6 years.

Negntiation Conferances. Records related to prenegotiation

and nojporiation on conferences and ASBCA bearin gs, ENCLUDRINC
receords relating specifically to Incurred Costcs, Forwar
Pricing, Defectlwo Pricing, or CAS Activity, which should be
a part of the related case file.

FAO: Destroy after 6 years.

Other Audit Services. Records rclating to audit services
performed but not otherwise identified in the 760-763

series, EXCLUDING audits and reviews of specific contracts -
see 762.499,

FAO: Destroy after 6 years.
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